American Express
@ Work" Global Apply
for Card (GAFC)

USER GUIDE FOR PROGRAMME ADMINISTRATORS

E DON'T 0‘0 buginess witHout 1T

! Use of American Express @ Work® is restricted to employees, contractors and/or agents that the Company, and its representatives and/
or creating designate for the sole purpose of performing online account queries and maintenance, including accessing reports relating to
the Company’s American Express® Corporate Card programs. @ Work is available to all companies with an American Express Corporate
Card program. Enrollment is required. To enroll in @ Work please contact your American Express Representative or call 1-800-597-5500.
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new digital system
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HOW TO ENROL

\3

If you do not have access to @ Work, please register by contacting
06.722 80 031 on Monday through Friday from 9.00 to 17.00.

Once you are enrolled in @ Work, you will then be automatically enrolled in Global Apply for Card
(GAFC) if you are an authorised signatory for Italy.

If you are unable to access Global Apply for Card (GAFC), please contact Servizio Clienti
for assistance.
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Global Apply for Card Journeys

Quick Send appears in the middle of the GAFC “PA dashboard” landing page. When you do not need an Access Key, this option lets you quickly initiate
up to 10 applications at one time.

QUICK SEND

f\
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Click on “Send Two automatic

L : Applicant System generated Programme Application oy S
Applncitmps emails sent completes email sent to Administrator is digitally Express Applicant’s
under "Qulck N to e_ach Cafd N digital Card N Programme T L signed reviews delivery

Send” and Applment with application Administrator application — application address
complete details for and selects advising that the

applicant details. each to access ‘Submit’ application is

their unique pending approval
application. @ @

PA = Program Administrator
CA = Card Applicant
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SIGN A CARD APPLICATION
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CARD APPLICANT EXPERIENCE

Access Keys can be set up with the ability to pre-approve applications before employees complete them in addition to post-approval, if required.
Card Applicants can also nominate up to three individuals who needs to pre-approve their application.

PRE-APPROVAL ACCESS KEY

f\

9 >

~/

]

PA creates If application Two system Applicant
Access Key(s) generated generated completes
with PA nominates by the emails sent to digital Card

pre-approval g ’> Pre-Approver(s) - - ’> PAthena o ’ - ’> Card Applicant =~ ~. application T
options as a in Access Key system ' with details and
one time generated email : to access selects
set up is sent to the | application ‘Submit’
Pre-Approver(s)
requesting é
approval

CA receives notification Sl

51N

Q
Q

Access Key Applicant System Two system Applicant System Programme 0
can CA nominates accesses URL generated generated completes generated Administrator
be storedon | *}Pre-Approver(s)* _ and adds B 7> email sentto _ _ APPROVED? B 7> emails Se[‘lt to _ dlglt'al C.ard B 7> email sentto _ 7> re\.llew's BN . oprovED? B
company in Access Key Pre-Approver(s) Pre-Approver = Card Applicant application Programme application, .
intranet or email address requesting : with details and selects Administrator if applicable :
initiated by approval for | to access ‘Submit’ advising '
the Card ' application application ,
PA in @ Work Application @ is pending 0: @
approval, |
if applicable |
'
'
'
'
'

CA receives notification il

PA = Program Administrator
CA = Card Applicant

System Programme Application
generated Administrator is digitally
email sent to reviews signed
Programme ~~° application, -~ ” -
Administrator if applicable '
advising that
the application
is pending
approval, 0 @
if applicable

=

O

e -

'
'
American H Card sent to
Express | 9 Applicant’s
reviews delivery

address

application

'
'
American | Card sent to
Express : 0

Applicant’s
reviews i
mips APPROVED? oiid

delivery

application address
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Global Apply for Card Journeys

When post approval is not automatically required, the Programme Administrator has the option to create an Access Key that requires the Card Application
to be approved once the Applicant has completed the form. This is the final step before the system sends the form to American Express for processing.

POST-APPROVAL ACCESS KEY

-

PA creates
Access Key(s)
with post

approval as a
one time
setup

If application

initiated by
Programme

| ACCESS KEY | >| P‘:izﬁ';g“&‘@" } ->  Administrator,

i two system
generated emails
sent to Card
Applicant with
details to access
application

Access Key
can

be stored on
company
intranet or
initiated by
the
PAin @ Work

PA = Program Administrator
CA = Card Applicant

Applicant
completes
digital Card

Application
and selects
‘Submit’

O =

System Programme Application
generated email Administrator 0 is digitally
sent to reviews signed
’> Programme - application - ” T
Administrator
advising
application
Pending approval

=

oée Q)

=

American
Express
reviews

application

fr

TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE

' E

'

| Card sent to
! Applicant’s

delivery
SeEE APPROVED? B address
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Which experience suits your business needs?

Programme Administrators can choose to initiate Card Applications with an Access Key each time, or they may publish the Access Key and Card
Application URL on their company intranet. With either method, the Programme Administrator must provide final approval if required.
Card Applicants can self-initiate Card Applications by using the URL and Access Key provided by the Programme Administrator.
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PA decides
how to
initiate a
Card

application

EMAIL

(PA selects an
Access Key and
“Send to Applicant”)

NOTIFICATION  |-->

enter Access
Key and email
address

O

System generated
email received -
advising next steps
to complete the
application

PA = Program Administrator

CA = Card Applicant

Application
and selects
‘Submit’

Applicant
completes --

digital Card

Application

and selects
‘Submit’

Administrator
advising application
Pending approval,
if applicable

application,
if applicable

Q

System generated
email sent to -

Programme

Administrator
Programme reviews

Administrator
advising application
Pending approval,
if applicable

application,
if applicable

©)

=

Application is
digitally signed

®

application

@

American
Express
reviews

application

INITIATING APPLICATIONS WITH ACCESS KEYS | ...
'
1
U
SELF INITIATE Access Applicant System generated Programme Application is American Card
(Access Key - - the URL completes - *} email sent to - Administrator === digitally signed Express sent to
on Intranet) provided and digital Card Programme reviews N reviews Applicant’s

delivery
address

©

Card
sent to
Applicant’s
delivery
address
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Navigating critical functions >  Creating an Access Key > Initiating a Card Application

Navigating critical functions

Navigate to the relevant screens to initiate the most critical tasks quickly and easily.

() EASILY ACCESSIBLE (1) CREATE ACCESS KEYS

Click on Apply for Card on the @ Work Homepage to link Within the Access Key Overview
directly to the related screen. section, select Create New Access Key
to initiate the process.

@ INITIATE APPLICATION

In the Send Applications by Country
section, select Italy. Then either choose
Quick Send, or to initiate with an Access
Key copy the Application Link and click
Send to Applicant.

(3) APPROVE APPLICATION

ﬁ Italy Application Tracking
; Click on the number above Ready for Gotoapplications | 5 3

. Iniliafe Applcabions for employees o complele and submit 1o American Express. ' Approval under Italy Application Ready for Approval

! ' Tracking to quickly approve, edit, route Ready for Approval

vk o the application back to applicant, or Cancel.

@ TRACK APPLICATION

Click onthe number above Sentto [ R >122
Employee to view all Card Applications Sent to Employee
and the status of each.

GLOBALAPPLY F OR CARD / 2023
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Navigating critical functions >  Creating an Access Key

Creating an Access Key

APPROVE A CARD APPLICATION

SIGN A CARD APPLICATION TRACK A CARD APPLICATION

> Initiating a Card Application

An Access Key will enable you to mandate fields, select field length, customize application approval workflows to your needs and set
other constraints on all Card Applications initiated using this Access Key.

fr

CARD APPLICANT EXPERIENCE

@ SELECT BASIC CONTROL ACCOUNT

Within the Create New Access Key screen, start typing
for suggested results or select the desired Basic Control
Account (BCA) from the drop down.

Enter ‘Create Access Key” Details

DATIG GONTAOL ADCOUNT

Seloct e

\\—C e ,.J

(2) cusToMIZE ACCESS KEY

Type a unique Access Key Name and select the constraints you wish to have
appear for all applications associated with this Access Key.

@ + @ REVIEW & CONFIRM

Ensure all details are correct and select Continue then Submit.
Your Access Key is now ready to use.

Enter ‘Create Access Key' Dealls

Length

Ay 11100 w

Lengm

Ay (310

BCA Numbar T K Cowmtry
EEEE— SR PERSONNEL iy
Banis Conarsl Acosunt Listabiny Type Bitnrg Dpon
@ AOHALD PERRY OC Corperaie
Cass Dviomre T
Company
Detals
Accass Ky Name Card Type
Sawr w| | Seea -
Empiayea 10 Comt Camtre Corperita Growe Ca%0
W e o e Mo
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Navigating critical functions >  Creating an Access Key > Initiating a Card Application

Initiating a Card Application

Either select Quick Send to initiate applications without an Access Key, or select the Access Key you want to associate with the application.

(1) ENTER EMPLOYEE DETAILS

If Quick Send, enter the Basic Control
Account number (BCA) and relevant
employee contact details including email
address. — -

@ FLEXIBLE INITIATION PROCESS

Select Quick Send or select an Access Key
then click on Send to Applicant button.

Ity Applicason Tracking

Send Applications by Country
S s iy whar s bk B 45 s T Card Apbcimbon 0
= O .

Rty bt Agponsl

(2) REVIEW & SUBMIT

Ensure all details are correct before
clicking Submit. Click Edit to make
changes if needed.

'
1w Access Key Overview

|
! Create New Access Key

In Italy, applications initiated with
"1 Quick Send require post approval
by the Programme Administrator.

@ REVIEW & CONFIRM

The system will confirm the Application ID = = —
and automatically send an email invitation ——— S— =

to the Applicant. The Application ID is - | =
required to log into the digital form and is

automatically sent in a second email.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION

Approve a Card Application

When you review a summary of the application, you can choose to
approve, edit, route it back to the Card Applicant for further
details, or cancel (decline to proceed with) the application.

@ REVIEW APPLICATION

Select the arrow on left of the application to see summary.
The number of applications Ready for Review will appear at the top.

L
D A | 3401 o - Erod it |

" seed “ ansn - xnas B

fr

SIGN A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE

(2) CHOOSE YOUR ACTION

Select from one of the actions to the right of the application summary.

You may also view the Applicant’s attachments.

' Approve

| @ Cancel
Z Edit

Route To Applicant

(3) REVIEW & CONFIRM

A pop up will ask you to confirm your selection. This change to the application
will be reflected in the Tracking Status screens.
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INITIATING A CARD APPLICATION
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APPROVE A CARD APPLICATION

Sign a Card Application

SIGN A CARD APPLICATION

TRACK A CARD APPLICATION

fr

CARD APPLICANT EXPERIENCE

> Sign a Card Application (continued)

A digital signature is always required in Italy, but depending on the settlement type your company has selected for your Card program, the
requirements will vary. The Card applicant must always sign, but the Program Administrator only signs for central settlement accounts.

Central
Settlement

Company Determines
Settlement Type at BCA
Set Up

Individual
Settlement

Programme
Administrator enters
email and cell phone

number when approving
Card applications

©

Programme
Administrator approves
Card application
if applicable

M

Program Administrator
and Card Applicant each
receive an email with a
link to instructions and a
digital signature form

™M

Only Card applicant
receives an email with a
link to instructions and a
digital signature form

FOLLOW
INSTRUCTIONS TO
DIGITALLY SIGN
APPLICATION

©)

FOLLOW
INSTRUCTIONS TO
DIGITALLY SIGN
APPLICATION

©)

M

Both Programme
Administrator and Card
Applicant receive email
confirming application

has been signed. Only
Card Applicant receives
signed application PDF as
attachment

Card applicant receives
email confirming that
application has been

signed with signed
application PDF as
attachment

Once signed, the Card
application is routed to
American Express for
review
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Sign a Card Application > Sign a Card Application (continued)

Sign a Card Application (continued) @) ENTER LOGIN

Once a Programme Administrator has approved a Card application, if CREDENTIALS
required, the Card Applicant and the Programme Administrator (for For the Card Applicant this will be the email

central settlement only) will receive an email with a link to digitally sign Lol Ve e e e
the application process. For the Programme

the application. Administrator (if required), this will be the email
and phone number they entered in during the
approval process.

E RECEIVE DIGITAL SIGNATURE EMAIL

Click the button in the email that says “go to document and sign” to be taken
to the digital signature landing page.

FOLLOW INSTRUCTIONS
TO SIGN

For the Card Applicant this will be the email
and the phone number they provided in

the application process. For the Programme
Administrator (if required), this will be the email
and phone number they entered in during the
approval process.

o Welcome

(2) TWO FACTOR
AUTHENTICATION

Type in one-time password (OTP) that you
received via SMS to proceed.

Gentile Tes! Test,
per completare la richiesta Carta Corporate American Exprass con il codice identificativo
IT-51020856AUK2 & necessaria la tua firma

Prima di procedere alla sottoscrizione del contralto, ricordat di prendere visions delle
condizioni contrattuali a te applicate cliccando qui
Ti ricordiama che & disponibile Ia Guida sui dintti del pagamenti affettuati in Europa che
puoi verificane in aulonomia cliccando gui.

Dapa aver rilatto il contratto procadi con 1a firma digitale

Ti ricordiamo che hai lemgpo fino al 10-11-2023 per completare la procedura ad evilana
che i dati inserit vengano cancellati

Vai al documento e firma e e lTE Renmnd O

Servizio Nuovi Clienti
American Express talia Srl

(4) COMPLETE SIGNATURE
PROCESS

Download signed document and receive email
confirmation of signature completion.

Only Card Applicant will receive signed copy
via email.

1 Download your documents

o
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Track a Card Application >  Track a Card Application (continued)

Track a Card Application

The Track Applications tab displays all Card Applications so you can view application statuses and approve applications that are pending review.

@ VIEW APPLICATION LIST @ VIEW STATUS OF APPLICATIONT

In Track Applications tab you can view all applications at a glance and their Current Status. Multiple statuses for applications are available to help you

By selecting the relevant check box(es) you can also resend the netification email to the Applicants. identify where there might be delays occurring and who you
If necessary, you can also amend multiple Applicants’ email addresses before resending, could follow up with to move along the process.
Not all statuses are currently available for all markets.

Apphlication Activity Eack to Dveneew

To Do List Track Apphcabions I

Application Expired
0\ Search by employes name, email, empioyes 1D, appacation 1D, or
Approved by Amex

Feu Cand Apphcations in Australia, India, Ilaly, Jagan, Mesico and Singapere only Authcrived Signatury |
Legal Fiapensentate 230 Bpprove

Cancelled by Amex
For Bppheatons past 60 Says, use the Dste Rasgs Tler 16 view mane msults

Declined by Amex

ApplCation Status Country Date Ramge | 51 Date - End Date )
v 1 gekected v 0230715 - w203 |6 PA Declined
ok, Cowrna
[ ] caua

Pending Amex Approval

Pending AS Approval

|
.
|
.
|
|
|
.
.
|
.
;
, Submitted to Amex
|
|
.
|
.
|
|
|
.
.
|
.
|
|
1

' 7 e
DATE MITIATED = APPLICATIONID APPLUICANT NAME = APPLICANT EMAIL * CURRENT STATUS * 2
= i 0 Pending Pre-Approver
h h
y 20910041 ITAESBIEIWHD Joe Shmae | Pending with Signers |
' ! Pending with Signers
h h
» 20030942 ITT4FUPINFSYRY Tewt Tent ! panding PA Review ‘<- .........
Sl ' : Pre-Approver Cancelled
‘@ > 20mo0e2 ITAKHALONDIN | Sentio Employee 1
- 1 1
| |
> 20000042 IT.QYIOVEIGNGEP ! Sentto Employee ! Sent to Employee
| |
\ h

------------------------------------------- 10
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Track a Card Application >  Track a Card Application (continued)

Track a Card Application (continued)

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

@ VIEW APPLICATION LIST

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.

Application Activity Back to Ovenview

Ta Do List Track Appleatians

Q, Search by employee name, amail, employes 10, application ID), or

For Carg Appbcations in Austraka Ingia. Haly Japan Mexce and Singapare only Authonsed Signatory /
Legal Fepreseniatve can approve
Fou apphcabions pasd B0 days, use the Dade Range Tler o view more sesulls
Application Status Country Date Range | Start Date - End Date )

b 1 selected 4 2023-07-15 20230913 ()

= DATE BaTATED w APPLICATION ID APPLICANT MAME w APPLICANT EMAIL + CURRENT STATUS + o,
> B0330813 IT-1IE$85 SICWHD Jou Shaow Parding with Sigrers
3 20030042 IT.TAFOPIXFEYRY Test Test Panding PA Review
‘@ > 302 ITAKILOHDZXE Sent 1o Employes
> 20e30842 IT-QY1OVEIANGER Sent to Empioyee
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Card Applicant Experience

Upon receipt of two emails from American Express,
Card Applicants simply log in using the link to the
application form and the unique Application ID
provided. Applicants may also use the URL and Access
Key posted on their company'’s intranet, if available, and
go straight to Step 2.

@ APPLICANT EMAILS

Once the Programme Administrator initiates the application, two
emails are generated by American Express to separately send an
Application ID and an application link to the applicant.

GEME Jo S, Gente Jos Smes.

19703 3255003 1 1 BWHOFITTAN 3 PRSCEORIR 00 1 MENSLR 3| A COMOtaie ARencan L @ Car wan

Expoess, Tipraghamo & wigzan i Ink sofiostante per compietana Express

| Accect l modulo & rvesta Carla | & b riceveral une-mai con I ik o moceio 1 ctiesta Carta Corporsin Amencas

,/_1~773'777"7'7774 Express. (1 segu Cadoe 5
L’ P miziare v s del Codice denificatvo Osla richiests Carts che b sty imvigly  COMplEiae | processa
4 ekt _1|  Code denticatv 05 richesta Carta (T-UEAPYRICHPE |
52 i deesmer pil procedeft: 00N L ETiead CAa, conana Mmmiskiraone del // ””””””””””””
PrOGraMma Cane Copans neta fu aensa
N ) P S o2 Cesden i) OCRIRE Con 2 7R3 C, Onak [ Ak ong e

Programea Care Coporate nela fua anenda

Lo s
ool saue

AN Expeess KN 8

American Exgress Kaka 51

fr

APPROVE A CARD APPLICATION SIGN A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE

Card Applicant Experience [PART1] > Card Applicant Experience [PART2]

(@) LOG INTO APPLY

Applicants that receive the two system generated emails enter their email address and Application ID to access their
application. Applicants that are provided with an Access Key enter their email address and the Access Key to access their
application.

Italia
Italia

imscrisci | dal per scosdere al modudo d richiesta Cans

insenisgi | cal per accedene al mocuic O richitsta Cang Carparate Amerian Express

Codposate Amencan Express

Log in with

Log in with
Application ID T e A T -

Access Key

@ NOMINATING APPROVERS MAY BE REQUIRED

This screen will appear if the Program Administrator has opted for Applicants to enter Card Application approvers.
Applicants can enter the name and email address(es) of those individuals.

AMERICAN EXPRESS AMERICAN EXPRESS
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Card Applicant Experience [PART1] >  Card Applicant Experience [PART2]

Card Applicant Experience

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

(1) COMPLETE THE APPLICATION

All fields are mandatory unless noted as optional. All mandatory fields

need to be completed to submit the application.

(2) SIGN THE APPLICATION

After the Programme Administrator approves the application, if required,
both the Card applicant and the Programme Administrator will each receive

an email with a link to the digital signature form. For individually settled
accounts, only the Card applicant will receive the email and must sign.

— \_}
s —— Chmsn - L
= SR, In attesa...
——pr— (m
L83 -
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