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Cgfgce Introduction

FOR SAFER TRADE

"/ Getting started

This document is a user guide explaining you how to handle the CofaNet Debt Collection website.

The company names used in this document are purely theoretical and do not correspond to a real
debt collection case.

°Login on

You can access to CofaNet Debt Collection from:

if you are a registered user of Infolcon via https://icon.cofacecentraleurope.com

?5ou are a credit insurance client via the Coface Customer portal https:/cofanet.coface.com.
Here below, the description of the dedicated login page:

Enter the above URL address and press ENTER.

If you enter via Infolcon, select ‘Debt Collection’ on the task bar or ‘Login to CofaNet Debt Collection”:

DESKTOP  BUSINESS CREDIT REPORTS QUICK REPORTS DEBT COLLECTION RECENT UPDATES

/Desktop

Business Credit Reports

(3) Gescredicrapors

retrieve immediately or order a credit report

@ My credit reports \’
overview of all credit reports retrieved or ordered by you
Track report status : r
@ No more tedious

track the report status of a specific order research on business
partners.

Monitor
for you.

Quick Reports

@ Get Coface Select Premium Plus

®

@ Get Coface Select

Debt collection

() Loginto Cofatiet Det Calection
manage your debt colection cases

[llustration - Infolcon Desktop
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1/ Getting started

If you enter via the Coface Customer Portal, simply select CofaNet Debt Collection:

» Home

== My Applications

Dcon Cofanet Essentials

News = News
Documentation Ce B Documentation C ) I O Ce
Connection % Connection

FOR SAFER TRADE

E
-

CofaNet C )
= News Infographics - Brexit: despite a series of shocks,

C (@]l ® Documentation british companies remain sound
% Connection Mixed resilience, first signs of Brexit during the exit negociations

phase but still some positive points.

News ® News feed

[llustration - Access via Coface Customer Portal

If you are not logged on automatically, please enter your Identification, Password and User name
and, if you have one, please enter your additional user password on the CofaNet Debt Collection
login page. These credentials have been provided to you by Coface or by your own CofaNet Debt
Collection administrator if you are an additional regular user.

Click on the ‘VALIDATE’ button.

CONNECTION

Please enter your user code and your password.

* Obligatory field(s)

Identification * | Identification ]

Password * I Password ]

User " | User ]

If you have an additional password, please enter it below.

User Password User Password

Forgotten your password? Feset

Illustration - Login page




1/ Getting started

Once authenticated you will access the screen ‘Display Recent Updates’. The main frame will
give you the most recent updates on your debt collection cases. On the left blue column you can
navigate through the tool.

coface [ESEYTm-.

Recent updates since : 12/03/2017

This st iz & filtered view of your cazes @ the last 3 months:

12032017
Fleaze Tl in the caze numDer, sazy NUMber of YoUur reference number 1o we can find your debt collection caze, a

Fter om the cates where an sotion it walted from your side.

Display up to [10 | cases per page

intecnal Wtz PLN 1258445 + 1227
Internal swrosce masaqement oeder MDA 5p. 2 0.0 L PLN 2,052 36 Da/wI0T
Inteenal iwoecs masaqement ceder Avterias 5p 105 PLN 454532 0RRE2017
Iiternal it misagesen seder PPH AL 5. 2 0 PN agsTam " DarE0IT
Inteenal ivvsice misagensent ceder FALKIN TRADE POLSKA 30 20.0 PN A 00062017
Inteonal awoute Managqement order DR SYETEM Sp 200 n PLN 452000 DANG2017

ternad g d AT 0L PLN 308073 oames207

internal o " PLN LTI 0A/BE/2017

[llustration - Access to the ‘Display Recent Updates’ page

° Reset

If you have entered the wrong credentials and want to seize them again, please press the ‘Reset’
button.

°Have you forgotten your user password?

On the lowest part of the login page, a link permits you to reinitialize your user password.

By clicking on it, you get access to a re-initialization page.

On this page, you can enter the:
? Company identification ID,
? Your User ID,

? Your email address (mandatory) registered on your user in Debt Collection system.
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1/ Getting started

Reset my password

If you've forgotten your password and are administrator, please fill in and validate form below. A link to change your password will be sent to you
by email. If you prefer to contact us, select link hereinafter : contact us

Customer identification please enter identification

User identification please enter user's logon name

Your email * please enter your email I

NB: To get a link to reset your password, your email has to be set in your profile.

[llustration - Re-initialization page

Then, by validating this data, you will receive an email on your email address with a link permitting
you to update your user password. This link opens a page on which you will be asked to enter your
new user password twice.

°Login out

Y If you have logged on via Infolcon and want to go back to your desktop to access your business
information products, simply logout of CofaNet Debt Collection. You will be redirected to Infolcon.

¥ Shoud you have accessed via the Coface Customer Portal... WHAT?

; g Note: should you not have a User Name or Password or have forgotten them
-

If you are a CofaNet Debt Collection administrator:

Click on the ‘forgotten your password’ text in the lower part of the login page,
or contact Coface for assistance on [phone number] or [email].

If you are in a company having a dedicated CofaNet Debt Collection administrator and if
you are a regular user: please contact the administrator of your company,

If you are in a company having no dedicated CofaNet Debt Collection administrator: please
contact Coface for assistance on [phone number] or [email].
You have now entered the CofaNet Debt Collection website.



Presentation of the homepage

Once the user is authenticated, he accesses to the ‘Display Recent Updates’ page, which presents
a left column permitting you to access to the different pages of the CofaNet Debt Collection
website and a main frame giving you the last updates recently done on your cases.

°Left column

This left column is displayed on all pages once you are authenticated and connected to CofaNet
Debt Collection, this menu permits the navigation among the different functionalities of your tool:

From the top to the bottom:

? Coface logo: link to Coface home page

? My profile + name of the user

? ['Collect a debt’, permitting then to select ‘Enter new case’ ]
? ‘Display recent updates’

» ‘Access to a case’

? ‘Get reporting on your cases’

2> [Admin’]

Y ‘Help’

? ‘Logout’

Among them some accesses that will depend on the rights granted to the user of CofaNet Debt
Collection:

Y ‘Collect a debt’: this page will be available only for users being granted with the right to place new
debt collection cases,

? ‘Admin’: this page is dedicated to the handling of users by an administrator of your company.

°Main frame - Display recent updates

A table will present the last case updates done during the last 3 months and that are related to:

Y Questions/Requests asked to Coface
? Questions from Coface

? Status reports from Coface

? Case status changes

7 / CofaNet Debt Collection



2/ Presentation of the homepage

/ CofalNet
Debt Collection

Recent updates since : 12/03/2017

Thiz lizt iz & fizares visw of yaur sazaz whish havs basn crastes ar upsated during the last 3
Pramthes

Flease fill in the case numiser. essy numiber or your reference number so we can find your debit
collection case.

Q

Flitar =n tha sazas whars an asticn iz walted fram yeur sids,

Display up to [10 | cases per page total : 52 cases

Intemal involce managemment order WIMAR Marsz Wisnsewsii g PLNT3584.45 + incount y 7 Actions have been taken
@ LosouT a1 500, i Intarral inviice mansgement e MDA S 66 : PLN 2,082 3% 0 T Actions hive bewn ke
Wbl invoice mandgement oider Astariss 6p.2 0.0, d PLN 484832 OGIZONT  Actions have been taken
Internal inuoice mansgenment order PPHMIRAL Sp 200 d PLN 387238 DR/OB/IOIT  Aotions have been taken
Intermal invoice managemsnt o FALKEN TRADE POLSKA 5p. 7 d PLN 984584 DB/0G201T  Actions have been taken
Intarrinl invien mansgmrend o DO SYSTEM S 200 d PLN 4,520,060 DUOB/ITT  Actions have bien take
Intarmal i s o AW O Andrie) Kodezalik) PLN 2089 23 DI/DGICTT  Actions hive bawn takes
Intermal invoice mansgerent onder Linodetl Kwidthowsey 5., PLN 18219.00 /062017 Acticns have been taken
Intarmal invoice managemsnt ordar BB SYSTEM 5p. 700 d PLN 212654 ACtions have been taken

Intemal invoice management order Shell Polska 392 0.0, . PLN 040357 Acticna have been laken

[llustration - ‘Display Recent Updates’

You can then select one of the cases on which there was one of these actions by clicking on the
case number in the table below.

You can also reduce the timeframe of the search (for instance: display all updates during the last
week) if you change the date at the top of the page.

You can enter a case number or one of your company’s reference numbers to focus on a specific
file.



Collect a debt

Select a case type

In the left column, click on ‘Collect a debt’ and then ‘Enter new case’. The ‘Enter new case’ page
appears :

Enter a new case - main page

Select order type

| Penne selert an e e ~]

Identify a debtor

Contact Person

Identify a creditor

llustration - ‘Enter new case’

°Select order type:

If your company is associated with several case types, a drop down box will propose you the
different choices that can be selected. Otherwise, this drop down box, will be automatically set to
the unigue case type associated with your company, and will be non-modifiable.

Enter a new case - main page

Select order type

Please select an order type
Commercial case
Personal case

lllustration - select order type - If several case types available
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1/ Select a case type

In case you don’t see any case type in the drop down box, then contact Coface.

° Identify the customer (only for master customers):

If your company identified as “master customer” has also child customers standing for its
subsidiaries, the website will first display an additional frame with a drop down box containing
{*Me” aka master customer and child customers}. The user of the master customer will then have
to select the right child customer in order to apply it to his new case. The name of the company is
followed by its internal company ID.

Cu-stnmar r{ N‘X

[llustration - identify the customer

Otherwise, if your company is not, identified as a “master customer”, this additional frame will
not appear.
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Identify the debtor

By clicking on ‘Search the debtor’ button a specific page appears, permitting to make a search by
address or identifier in Coface’s database. Please fill in this information and finally press the ‘Search’
button.

Choose a country

Country Siovenia v

Search by address
' Main estabishment ooy

Company's name

Agdress

Tawm

Postal code

Search by easy number, legal identifier or Coface reference

Idantifier v

[llustration - ‘Identify a debtor page’

1+t strategy of search - search by name/address of the company

1. Select the country (mandatory field),

2. Fill in the company name field (mandatory field). To avoid too many results, you have to fill in
additional address fields: address, town, area code and postal code.

Then, by clicking on the ‘Search’ button, you will get the searched company or a list of related
results.

2" strategy of search - search by EASY number, CRS number or National identifier

You can perform a search thanks to one of the following values: EASY number, CRS number, National
identifier.

11 / CofaNet Debt Collection



2/ Identify the debtor

O " Note: a checkbox ‘Main establishment only’ permits to restrain the search to the main
establishments if checked. Or else by unchecking, you can then make a search on all main

NS establishments and branches.

Search results appear. You can either select a company listed in the main frame by clicking on the
button ‘Main Establishment’ or by clicking on the button ‘Branch’ if you wanted to identify a
specific establishment, or modify your search by clicking on the button ‘Modify search’ on the
top right.

° If your search filters lead to a list of results:

Search's filters

@ €D CrIm

Search’s results

24 found main establishments

AB AUTOMOBILES Baaisil

35 AV DE LA LOGE - B6440 MIGNE AUXANCES

AUTO PASSION Bl

11 RTE DE MONS - 58600 MAUBEUGE

[llustration - List of searched companies

You can then select either:

2 The main establishment of the company (green button),
2 A branch of the company (grey button below the main establishment),
2 Or make a new research by clicking on the ‘Modify search’ button.

By selecting the company (main establishment or branch), the following fields are imported into
your ongoing case: Debtor name, street, city, zip code, EASY number, country, national ID.

Identify a debtor

Debtor company AB AUTOMOBILES
EasyNumber 0000008046138900001
Street 35 AV DE LA LOGE

City MIGNE AUXANCES

ZIP Code 86440

National Id 351295803

Country France

llustration - ‘Identify a debtor’ filled in
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2/ 1dentify the debtor

g Note: fields can be different depending on the concerned countries.

If you want to make a new search in the EASY database, then click on the button ‘New Search’ in
the bottom of the frame.

° If your search filters lead to O results:

For instance, if the EASY number/CRS number/National ID could not be found, then the screen
displays ‘No result’. You will have to modify your search (button on the top right on the screenshot
below) or to declare the company manually (button on the bottom left of the frame).

Search's filters

Search's results

NO RESULT

[llustration - no result
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2/ Identify the debtor

CofaMet
Debt Collection

ENTER NEW DEBT - MANUAL ENTRY

Company Name l

House number

Street Name

City

Zipcode
Naticnal ID
VAT Number

Country Poland

[llustration - Create company form

After having filled in (at least) Company name, House number, Street name, City, Zip code and
Country, the button ‘Validate new company’ will become clickable. Otherwise you can go back
to the EASY search.

° If your search filters lead to too many resulats :

You will have to add search criteria by clicking on the button ‘Modify search’.

Search's filters

D O =D

Search's results

Too many results

[llustration - Too many results
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2/ Identify the debtor

°Contact person of the debtor:

In this frame, please declare the main contact person on the debtor side that could be then called

by Coface agents.

Contact Person

[llustration - Contact person

15
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Declare the debt

° Identify the creditor (only for resellers):

If your company is identified as a reseller by Coface, then you will have an additional frame looking
like the frame ‘ldentify the debtor’, but permitting to select a given creditor which has issued the
invoices of the Debt Collection case.

°Enter invoice details:

In this frame, please declare the invoices that are due by the debtor and that you want to be treated
by Coface. You have to enter one invoice or doc links to the due amount per line. Any additional
line can be displayed by pressing the button ‘Add invoice’. If you need to suppress one invoice in
your declaration, please press the cross button on the right of the line.

Enter invoice details

[llustration - Invoice details

O Note : In case of credit note or any other document reducing the due amount
please add the ( - ) minus symbol before the amount.
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3/ Declare the Debt

(OO

Note 1: ‘Interest unit’ drop-down box contains two values: the % and the
amount. If ‘%’ is selected, then in the ‘Interest’ field you can enter a percentage
(e.g. 7’ for a 7% interest).

If amount is selected, then in the ‘Interest’ field you can enter an amount in
the currency selected for this invoice (e.g. ‘500’ for 500 EUR if EUR has been

selected).

L0

18

Note 2: how to use calendars

Invoice due
date

vy Amount

SKK

”~

Currency Amount

Paid
amount

June 2017 > . - D

22
23
:It 24
P2

26

30

06

20

27

Ve

g

o7

14

21

28

T < 2017
01 02 03 04

B o | 4 January February
16 18 | 17 | 18 April May

2 | 23 |28 | 35 &,
! July August
20 | 30 | o1 | o2 ¢ i

October November

TUulI neicicnise

[llustration - Invoice dates

?
March
June
September

December

ricastoier you

This website is using calendars for which you need to click on the month + year date in
order to select quickly the {month + year}.

17
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3/ Declare the Debt

eDecIare other details:

This frame permits to declare your internal reference, extra fees applied and to be recovered and
additional comments.

Declare other details

Your Reference Flense enler your reference
Extra fees please enter exino PLN - Polish £+

Additional comments

[llustration - Declare other details

Finally, please click on the ‘Confirm’ button at the end of the page. You will be sent to the
confirmation page.
At the end of the page, you can either ‘Confirm’ your case or ‘Reset’ all the data entered.

e o

[llustration - Confirm or Reset

°Summary page

This page presents to you all the information previously seized on this new case.

First, you will have to make sure that all the information listed is correct and complete.
Please expand each of the subframe and check the data.

CofaMet
Debt Collection

Access to a case

Search criteria

Cane Muriber

Retererce

Display up to [# | cases par page

ELRITIING Wm2eT

R 000000 ot T
AT ST U 000100 eaaRe

£ 401 600 00 e

EUR 18100000+ Marens

ELR 500000 IROR20TE

LUEERE WaeE

R 0083400 - Mt22e1e

fE O B R E R R

EURI03A00 W96

llustration - Recap before Confirmation
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3/ Declare the Debt

Once it is done and everything is OK, please press the ‘Confirm’ button at the right end of the page
to send your case to your Coface Debt Collection agency.

The case number created by Coface is then displayed in a dedicated toaster and you are redirected
to the Display recent updates page.

Access to a case

Search criteria

FReference Piease oput reference

“ Adhvanced search

Display up 1o |10 | cases per page twtal : 16872 cases 1€ 1 > 1888

PL
N1 TOA/DR ST/ POINTET Intemal invasce management AMERIGAS POLEKA 5p 7 0.0, AL PLN 33826 0410472007
MK-ATT P03 865/9KAZERT 3rd parcy tfer 090 Pyrex W EUREH300 - carwelied 0803207
N AT TR SSG/EXHIECT Jnd party Offer MERMINAd 0. a EUR3333.00 + cancelled 09/037201 7
INK-AS | TONOISSTASRAZECE 3 party Offer SAVE-TECH, spol 510 = EUR 33300 + cancelled o9y T
INK-AS| TOO TS24/ SINZECT el paty Offes Conceed Trading SAL. L] UR33R00 « cancelled eI T
THI-AT TSSO/ SHNZECT ed party Ot WA LTD L] TR0 - concelind s T
MK AT TOAD1 881 /SHRZECE Aud paty Offes LMAPLAST 610 cz EUR 333200 + cancelled 090372017

[llustration - Case created
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Bulk Import
(only for customers)

If your company benefits from the Bulk import functionality, you will find the Bulk import link in the
left column, then Collect a debt > Bulk Import.

Bulk import permits you to send to Coface a csv file containing all the new Debt Collection cases
you wish to create. In the annex of this document, you will find a summary of all fields needed in
this csv file.

The Bulk import page is composed of three parts:

° Import your file:

Bulk Imports

| 5
gﬁg O
sCH

Sefect files(s) «

[llustration - Import your file frame

You can press the ‘Download template’ button and save the csv template that will permit you to fill
in the new cases you want to submit to Coface.

O " Notel:an example is provided to you on the 2" line of the file with all the mandatory
N©) fields (marked with a *) filled in. Do not forget to erase this demonstration line
before seizing your cases.

Note 2:

e For Casetype field, consult the Order type list by pressing the button ‘Export
Order Type list’. It will give you the list of codes that should be used, depending on
the debt collection contract signed with Coface.

* For Invoicetype field, consult the Invoice type list by pressing the button

‘Export Invoice Type list’. It will give you the list of codes that should be used,
depending on the invoices you want to declare in your cases.

In your csv file saved on your computer, create one line per invoice to be recovered in the case. For
instance, if you have got 5 invoices against a debtor and to be gathered inside the same case, you
will have to fill in 5 different lines with:

» The same values regarding general information and declarations of customer/creditor/debtor,

1 different invoice declared per line.

Then, click on the loading box and then choose the csv file to upload. Or pull your csv file on the
loading box with your mouse.

20



Bulk Imports

Import your file

Select files{s) » : X

5
N =[] + Drdinstar + Pocaonal Mhim: [&) » Projets + DCOH Ordine » Asfores BCOM Ond ey
E Oganiser = [P Trgeinen Mouvsau dowia
% 4 roas
Imported files S

= Hom

Y tmrrplate tast BR T3031T-2
& THEchergements Y] torveiatn tust BF_TMOEIT-c
B tervgiate tew BR_TIOALT-b
] termglote,best B8R 20017

B B, Bl terpiate._test_ BR_I0IT-F
o ——

T UAAT 1820
T 13651

[llustration - pull a csv file directly in the loading box

Once your file is well positioned in the loading box, click on the first green button on the right. This
button is the 1 step regarding the import of your file.

Import your file

- o W

llustration - Trigger the import procedure

e Check uploaded file:

Then, click on the left button ‘Check uploaded file’ that permits to
error or missing mandatory field

C}play, field by field, any format
Check uploaded file

=0 S SSX& .
=

||Iustrat|on - Check the format of uploaded file

Check uploaded file

If everything was OK, then you can submit your file to the Debt Collection team by clicking on the
button ‘Launch file’s treatment’:
e

ﬁéﬁm&ﬁ% w-w:-w“ —

SC‘?*"‘AJDS

[llustration - Launch file’s treatment

Or else, missing mandatory fields or format errors are displayed in red at the end of the frame. In
that case, you have to correct your csv file and restart the import procedure
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o Tipo Nimero Moeda Montante Data dafactura Data de Montante Data do Juros foyman Erros
de da da da vencimento da pagoda  dltimo icional
factura factura factura factura factura factura ag, nto| Yacl§ray_iglc! sobrea

fac das factura
taxas

O de juro
da
factura

1 12152154 EUR 1000 6-06-01T00-:00-00 0O o [ Wy, D i pty

<G

[llustration - Example of missing fields

° Imported file:

Ongoing import is then displayed in the ‘Imported files’ frame with the status ‘ongoing’.

Imported files ‘\S

[llustration - Ongoing import

An import may take several minutes; you can go to another page of the website while it is done.
Or else, you have to refresh your Bulk Import page to see the new status.

Either the status is set to ‘finished and succeeded’ > all your cases have been successfully imported
to the Debt Collection tool. By clicking on the ‘view’ link, you can access to the details of Debt
Collection case numbers created:

Status CaseNMumber

finishedSucceeded BR- §

ﬁnis%%gg BR-BR/1703/09158
C@Eﬁshedﬂucce&ded BR-BR/1703/09156

finishedSucceeded BR-BR/1T03/09156

[llustration - After clicking on ‘View’

Then, you will follow the life of your cases by clicking on the ‘Access to a case’ page.
Or the status is set to ‘finished with errors’ > some of your cases may have been rejected in the

import to the Debt Collection tool. By clicking on the ‘view’ link, you can access to the details of
Debt Collection case numbers created or rejected.
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Access to a case

Research a case

This page permits to make a research on the existing cases handled by Coface.
It contains two parts:

? In the upper part, search criteria are displayed.

? In the lower part, a table giving the results of the research. By default, at the opening of the page,
this table is displaying all your cases, listed according to a decreasing receiving date.

By default, available criteria are the Coface case number or your own reference declared in the
case (see illustration below). Once you have entered one of these fields, please press the ‘Search’

button on the right.

CofaNet "
Debt Collection

Access to a case

Search criteria

Case Number

Relerence

Display up to [10 | cases per page

CONCORD TRADING SAL EWA3TII00 LT T

e DACIACAR SA EUR 3000000 TNy

N6/ 3T b CASTORAMA SRL LS 1,000.00 |z

TRANS POLAND SAL LR 401,600.00 TTT0NG
TN A 00/ 344/ OUTHINE 2 e VIP ALITE ROMANIAN CONSLLTANCE ELR 1E1000.00 TTOANE
- AT GODTT 3400 ety LIACY MIRLMN DRICOLA 5L LR 5,000 00 Taeaene
N A GO 240 b INTERMATIONAL SEFVICE C & CSRL ELIR 21981 40 1002016

IR O 00T b caCSm LR G E34 00 16022016

TG A1 SO0 Sy LA 10,344 00 E T

AN e EUR 209186 12/01/2006

[llustration - Access to a case
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1/ Research a case

The cases found are then displayed in the table just below. You can select one of these cases by
clicking on the line.

If you don’t have the reference or case number, or you need to make an extended research to
several cases, please click on the link ‘“Advanced search’. Several fields will appear that will permit
to extend the research.

Search criteria

CaseNumiber | Please input case number m “

o Expord Display up to [10 | cazes par page total : 1 cases

Each new set of filters will need a click on the ‘Search’ Button to get the results in the table below.
You can erase your previous research by clicking the ‘Reset’ button.

Search criteria

Case Number Please input case number

Reference Please input reference

Debtor Name Please input debtor name

Debtor Country None Selected ~
Case Status None Selected ~
Case Type None Selected ~

Date from dd/MM/y =] 2 dd/MM/y =

# Search

o Export Display up to cases per page total : 1 cases

[llustration - Advanced search

Once you have performed a search with results and if you need an Excel export of all the concerns
cases, then you can click on the ‘Export’ button as shown on the lllustration below.

Search criteria

total : 1 cases

Reference Please inpul reference

 Advanced search

o Export Disphynplnms per page

llustration - Excel export
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Case details

In order to reach this page, you will have first to go to the ‘Access to a case’ page, make a research
and finally select a given case number. The case details page appears.

WA.SZ.DACH Sp. z o.0.

£l COMPANY DETAILS

CASE STATUS

90 /1 GOG/DOGH1 /sellem

DEBT DETAILS

ACTIONS
I @ Request a status report on the case

|osdami|a Ia

l €3 Ask a question or submil new infarmation about the case

[llustration - Case details page - Open case

This page will give you:

? The information about the case:
- General information
- Debtor identification
- Debt (original amount and amount outstanding)
- Debt Invoices

? Actions to be performed during the life of a case

¥ The payments already received

? The history of tasks made in the case

? The possibility to make an Excel export (button on the top right of the main frame)

25 / CofaNet Debt Collection



2/ Case details

Actions to be performed during the life of a case:
During the life of the case, you will have the following possibilities:

If the case is the open phase (e.g. received, in amicable or legal phase), you will see the following
links in the ‘Actions’ frame:

? Request a status report on the case,

? Submit a debt payment notice (Inform us of a payment you received from the debtor),
¥ Ask a question or submit new information about the case,

? Add invoices to your case.

ACTIONS collapse A
| 0 Request a status report on the case
| o Submit a payment notice (Inform us of a payment you received from the debtor)

| O Ask a question or submit new information about the case

[llustration - Actions

By pressing one of these links, a popup will appear on the screen, permitting you to perform the
action.

Request a status report on the case

CASE STATUS collapse A

Case number INK-K/1606/00681 /sellem
Order Type Commercial case

Your reference

Case status In progréss

Receved on 23 Jun 2016

Handled by

Last modification on 23 Jun 2016

Additional notes
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2/ Case details

Ask a question or submit new information about the case

CASE STATUS collapse A

Case number INK-K/1606/00681 /sellem
Order Type Commercial case

Your reference

Case status in progress

Received on 23 Jun 2016

Handled by

Last modification on 23 Jun 2016

Comment Sese =

o Touen

Select files{s) " :

‘You can attach a document

[llustration - Ask a question or submit new information about the case

If the case is received or is in amicable phase, you can add invoices to your cases in the Debt
Invoices frame. To add one or several invoices, you have to click on the ‘Add invoice’ button on
the left (several times if you need to add several invoices), and then fill in the data associated to the

new invoice(s) and finally click on the ‘Save all invoices’ button on the right.

- INVOICES

Type Invoice Date Currency Amaount Invoice due date Interest Interest start date Already Paid Paid On

12 Invoice  01/05/2017 RSD 1,200.00 01/05/2017 0.00%

[llustration - Debt Invoices - add invoice(s)
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Get a reporting

Get a reporting on your cases

By clicking on this link, you get access to a page with two different frames.

The first frame permits you to download a Debt Collection Report regarding a given period during
the last 12 closed months.

After having selected the wanted month with the drop down menu, you can start the generation of
the associated report by clicking on the button ‘Generate report’ just below.

Get reporting on your cases # Collapse

Select the report to be displayed (situation of your portfolio at 2017-05 v
the date chosen)

Generate Report

[llustration - Generate a report

After a couple of minutes, during which you can work on another page, the report will be available
on your reporting page, in the table below.

This table is also the history of previous downloads, and permits you to retrieve any report already
downloaded during the last months.

An example of the report is given in Annex.

Customer Id Period Generated on
70 2017-05 08/06/2017

[llustration - History

g Important note: if your browser blocks the display of the file you want to open, please
authorize the CofaNet Debt Collection website in your browser.
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Appendix

Help - Footer

0

By clicking on the ‘Help’ link on the left column, you can get access to this User Guide.

e Footer

The footer is displayed on all pages of CofaNet Debt Collection.
From the left to the right:

¥ Coface copyright
? Terms of Business for your Coface location
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