The Free Format Messages module allows client users and the bank to communicate freely regarding their Trade
processing. A Free Format Message is used to send or receive information for which another service type is not

applicable.

From the homepage, click on Trade then under Free Format Messaging — Inbound Outbound to access All Free

form Messages — Inbound/Outbound, Create Outbound Message, Notification and Response, Message Archive,
Authorise and Modify/Repair.

1. Click on the Create Outbound Message tab create a new outbound message
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- Hequired Field

Create New Outbound Message
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# Trade Initialur
ik || ree | ormat Message. |
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Continue

2.  Click the Lookup button of the Transaction Initiator field. This field should have your company name if not

chose the entity you wish to transact under.
3. Transaction Initiator field is pre-populated as per the selection done in Transaction Initiator Dialog box

4. Customer ID is pre-populated as per the selection done in Transaction Initiator Dialog box.
5. Message Status is populated by system

7 CommBiz Global Trade Scttings | [ Log off

Reports & Inquires & . .
Home: Trade g e Searches File Services Service

Client Loaaed in as: INTERCULTURAL MATT Last login: 2022/01/24 10:12:52
Trade » Free Form Messaging - Inbound Qutbound » Create Outbound Message
Free Format Message

* Trade Initiator Transaction Type 1 egal Vehicle  DNepartment

0101-209-900100 m [Fre= Format Message

Customer ID Message Status Bank Entity
‘guowo | |PROCESSED ‘209 ‘ |COMMONWEALTH BANK OF AU
Continue Reset
6. Click Continue
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s CommBiz Global Trade Seftings ) Log off

Repors & Inquires &

Analytics Searches File Services Service

Home Trade
Client Logaed in as: INTERCULTURAL MATT Last login: 2022/01/24 10:12:52

Trade » Free Form Messaging - Inbound Qutbound » Create Qutbound Message

Free Format Message

- Cance

Create New Outbound Message

Irade Initiator Iransaction lype Legal Vehicle Department
0101-209-900100 Free Format Message o1 01

Customer ID Mcssage Status Bank Entity

900100 PROCESSED 209 COMMONWEALTH BANK OF

AUSTRALIA

Change Selection

Mcssage Details Collapsc all

~ Qutgoing Message # = Required Field

* Message Title Message Sent Date / Time

7. Message Title: In the field, user will enter the title of the message that will be sent.
8. Message Sent Date/Time: the Date and time that the message was sent
9.  Scroll down

Message Details Collapse all

~ Qutgoing Message # = Required Field

* Message Title Message Sent Date / Time
» Seleclt Product Message Relerence Number
| Select ~ ‘BZOEIOUEMQEHE‘MS |
Select LC | Bill Reference LC / Bill Reference Number
| Bill Reference Mumber v‘ ‘ il
Currancy | Amount
T
* Narrative * Attention
[, ]

10. Select applicable product under the “Select Product” tab. User can select from dropdown menu

11. Message Reference Number field, a unique reference number is pre-populated.

12. Inthe dropdown Select LC / Bill Reference Number, select Bill Reference Number or LC Reference Number.
LC / Bill Reference Number field: to capture the specific reference.

13. Currency/Amount: Currency and amount can be input using currency library dialog box. User can select
currency from the list and the enter amount

a. If user uses Lookup icon to populate LC/ Bill Reference Number the Currency / Amount will be populated

14. Inthe Narrative field, enter any additional text manually, or click the Library Look Up to open a Library Look
Up Dialog box.

15. Attention: In this field mark the message as required (e.g., to the attention of a named Customer/Trade
Service Representative or to a Trade Processing Department)

16. Once complete, user can Submit the transaction. When user selects Submit button while creating a new Free
Format, an Error pop-up appears on the screen if any fields were entered incorrectly or if the mandatory fields
were left blank

17. Save—The Free Format is saved with the status of Incomplete. User can return to the application later to
finish entering the details

18. Clear—Clears all the content entered by the user.

19. Should there be any errors user can move to Modify / Repair
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Modify/Repair a Free Form Message

S CommbBiz Global Trade Sciiings | (2 Log off
Repuils & Inyuites & N
Home Trade Analytics e File Services Service
Client Loaaed in as: INTERCULTURAL MATT  Last login: 2022/01/24 10:12:52
Trade
Import Letter of Credit Free Form Messaging -
All Import Letter of Credit Inbound Outbound
I All Free form Messages -
Creatalamand LC Inbound/Qutbound
. i
Authorise Creale Qulbuund Messaye
Modify/Repair Notification /nd Response
Message Archive
Import Collections Authorise
A +
All Import Collection Modify/Repair
Mofification And Response
NU.HICifilIUH Archive Template Management
Autheriss Create New Template
Modify/Repait To SubmitModity
To Authorise
Trade Advance-imports View All Templates
All Trade Advance-Imports
Create/Amend Trade Advance-
Imports
Authorise
Modify/Repair
Trade Advance-Exports
javascriptvoid{0); (Ce-Exports -
1. Click Trade
2. Click Modify/Repair
F CommBiz Global Trade Seftings | (2 Log off
Repuils & Inyuires &
Home Trade Analytics Saarchen File Services Service

Client Logged in as: INTERCULTURAL MATT  Last login: 2022/01/24 10:12:52

Trade » Frae Form Messaging - Inbound Qutbound + Modify/Repair

Free Format Message

To Moedify / Repair
‘Show Search

Modify/Repair Submit Delete

To Modify / Repalr (1 - 5 of 5)

Counter Party

[ Service Type 2 a Customer ID Customer Name LCiBank Reference Name CcCY Amount Maker Name
[ Response 900101 AMERIGAS PART 5015600002 COMMONWEALTH... USD 1.00 STESTO

[C] Outgoing 900100 900100 6027600388 COMMONWEALTH... USD 11000.00 USER TWO

| Outgoing 900100 900100 6027600388 COMMONWEALTH... USD 11000.00 USER TWO

[T Outgoing 900100 900100 6027600388 COMMONWEALTH... USD 11000.00 USER TWO

(] Outgoing 900100 900100 COMMONWEALTH. .. usd 5555500 USER TWO

Modify/Repair Submit Delete

(Selecied ltems: 0)

s of

22/03/02, 05:10 GMT-05:00)

I 10 Moy [ Repar 5 --_I

2 save As

E) Print

(AS 0T 2022/03/02, 06:10 GMT-05:00) & &

Transaction Date
1a

2022/02/07
2022/02/27
2022/02/27
2022/02/27
2022/02/27

Status
Repair Required
Invalid
Invalid
Input
Invalid

3.  User can select Service Type they wish to Modify/ Repair by clicking on the checkbox
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r CommBiz Global Trade Sctings | (& Log off

Reports & Inquires & .
Home Trade Analytics Searches File Services Service

Client Logaed in as: INTERCULTURAL MATT Last login: 2022/01/24 10:12:52
Trade » Free Form Massaging - Inpound Cutoound » Modify/Repair » View Details
Free Format Message & Print

View Audit Trail View Errors Cancel

Create New Outbound Message

Submit Save

Irade Iniiator Iransaction lype Legal Venicle Uepartment

0101-208-800100 Free Format Oufgoing 01 01

Customer ID Mecssage Status Bank Entity

200100 Invalid 209 COMMONWEALTH BANK OF
AUSTRALIA

Collapse all

Message Details
* = Required Ficld

~ Outgoing Mcssage
Message Sent Date | Time

* Message Title
|2022102127 1:01 AM |

‘TESTEXF’BILLCHECKNEW—T ESTE

Message Reference Number

* Select Product

4. User can amend Message Title and Select Product
5. Once complete, can select Submit or Save
6. Ifauthorization is required, user can follow the following steps
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Authorise Free Form Message

F, CommBiz Global Trade Scttings | 2 Log off
Reports & Inquires &
Home Trade Analytics Searches File Services Service
Client Logged in as: INTERCULTURAL MATT Last login: 2022/01/24 10:12:52
Trade

Import Letter of Credit Free Form Messaging -
All Import Letter of Credit Inbound Outbound

Am c All Free form Messages -
Creataiamand LC Inbound/Outbound
Authorise Cieale Oulbound Message
Modify/Repair Motification And Response

Message Archive
Import Collections Authorise
All Import Collection
Nofification And Response
Nulificalion Archive Template Management
A -
futhorise Create New Template
Maodify/Repair 1o SuDn oany
To Authorize
Trade Advance-Imports View All Templates
All Trade Advance-Imports
Create/Amend Trade Advance-
Imparts
Authorise
Modify/Repair
Trade Advance-Exports
1. Click Trade
2. Click Authorise
7 CommBiz Global Trade Settings | (& Logeff  *
Repuils & Inyuires & " N
Home Trade Analytics FrmmiTy File Services Service

Free Format Message

To Authorise

Client Logged in as: INTERCULTURAL MATT

Last login: 2022/01/24 10:12:52

Trade » Free Form Messaging - Inbound Qutsound » Authorise

Authorise Modify Send To Repair Delete View Details

Autnorise (1- 10 0T 10)

[ Service Type 2 & Customer ID Customer Name F{‘e%?::ge Am'&i?"kle‘f:usr'

[C] Outgoing 391504 CBA-391504 53454353 EDgecha check

(] Outgoing 900100 TIMEZONE TRUST 6013G003T7: ATTN-ATTN-AT

[] Outgoing 900100 TIMEZONE TRUST 6015600312 TESTATNN--TES
Qutgoing 900100 TIMEZONE TRUST 5013601099 TESTATTN-TES...
Qutgoing 900100 TIMEZONE TRUST 5029600222 TESTATTNEXPL...
Qutgoing ELI HMEZONE IRUS | BUO20600474 AlLTNNEWITES -
Qulyving 900100 TIMEZONE TRUST 5021600013 ATTHNEWTEST-

Counter Party
Name

CBACHINA-D4-16
COMMONWEAL
COMMONWEAL
COMMONWEAL ..
COMMONWEAL ..
COMMONWEAL...
GOMMONWEAL

AZM
uso

usb
usb
usb

ccy

Az cf2

03402, 08:12 GMT-05:00) (3

Moty epar o Auinonse 10 Ve Al _

[t Save Az S Print

(Selected ltems: 0)  (AS of 2022/03/02, 06:12 GMT-05:00) 5

Maker Name Status

Amount Transaction Date
1a

4534534 00 S TESTO1 2022/02/16 Auth Required Le
324234 00 ISSAC 2022/02/28 Auth Required Le
1000.00 ISSAC 2022/02/28 Auth Required Le
23213.00 ISSAC 2022/03/01 Auth Required Le. .
10000.00 ISSAC 2022/03 Auth Required Le. .
100 ISBAC 2022/03M Auth Heguired Le. ..
500000 ISSAC 2022/03/01 Aulh Reguired Le

3. After the transaction is submitted by the maker, this transaction will be routed to the “To Authorise” queue and
will require an Authoriser to approve the transaction before it is released to the bank for processing. The snapshot
above illustrates the Transaction Review screen where all the transactions pending authorization will be displayed
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P CommBiz Global Trade Scttings | (& Log off

Repuils & Inyuires &
Analytics Searches

Client Logged in as: INTERCULTURAL MATT  Last login: 2022/01/24 10:12:52

Home Trade File Services Service

Trade » Free Form Massaging - Inbound Qutbound » Authorise » View Details

Free Format Message & Print

Authorise Send To Repair View Errors Cancel
Crcatc New Outbound Mcessage

Trade Initiator Transaction Tvpe Leqal Vehicle Department
0101-209-900100 Free Format Qutgoing
Customer ID Message Status Eank Entity
900100 Aulh Reguired Level 1 204 CUMMUONWEALIH BANK OF
AUSTRALIA
Message Detalls Collapse all

~ Outgoing Message

Message Title Message Sent Date / Time
TESTFFMEXPBILL 2022/02/28 1213 PM

Select Product Message Reference Number
Fxport 205900049730943

4. Once Authorizer reviews, they will have 3 options: To Authorise, Modify, Send to Repair and Delete
a. Authorise — Authorises the transaction and sends transaction for processing
b. Modify — Opens the transaction for editing
c. Send To Repair — Sends the transaction back to the maker for repair
d. Delete — Deletes the transaction
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View all Free form Messages

V' CommBiz Global Trade Senings = 1ogaom
Rupuils & Inguites & .
Home Trade Anannes T File Senvices Service

Cliunl Lugyged in @s. INTERCULTURAL MATT  Lasl lugin. 202240 1/24 10.12.52

Trage

Import Letter of Credit Free Form Messaging -
Inbound Outbaund

All Free 1orm Messages
Inbouna/outound

Creats Qulbound Message

Allmport Leller of Credil
Create/Amend | C:
Authonisc

Moeamirenalr Nolificalion Ang Respunse

Message Archiva
Impert Collactions
All Impart Collection
Notification And Response
MNotimication Archive

Authonse
Modify/Repalr

Template Management
Create New Template
dlify

Aulhurise

Modify/Repair

T Subimi
To Authorise

Trade Advance-imports View All Ternplales

Al Irage Advance Impors
Create/amend Trads Agvance-
Imports

Aulhorise

Madify/Repair

Trade Advance-Exports

javascriptvoidiQy CC Exporis

1. Click Trade
2. Click All Free Form Messages — Inbound/Outbound as highlighted above

UM Traug FliE SEIVILES SEIVICE

Analytics Searches

Client Logaed in as: INTERCULTURAL MATT  Last login: 2022/01/24 10:12:52

Trade » Free Form Messaging - Inbound Qutbound » All Free form Messages -Inbound/Qutbound

Free Format Message

View All L save Az B Frint

Show Search

View Details View Audit Trail

VIEW All (1 -3/ 01 31) (Selecled ems: U)  (AS 0T 2022/03/02, 06:14 GMI-0s00)  Cy Kb
(H] Service Type 2 & Customer ID Customer Name LC/Bank Reference Attention Party Branch Name Sti
[C] Outgoing 735322 735322 reg12345 regressioncha COMMONWEALTH BANK OF A... Released
[C] Outgoing 900100 Test user 6014600432 regressioncabl COMMONWEALTH BANK OF A... Released
(C] Outgoing 900100 Test user save cha343243242 COMMONWEALTH BANK OF A Released
(T Outgoing 900100 TIMEZOMNE TRUST 601860037 TEST COMMONWEALTH BANK OF A Deleted
(] Response 200101 AMERIGAS PARTNERSLP 5015600002 attention COMMONWEALTH BANK OF A...  Repair Requir
() Outgoing 900100 Test user 6023600472 Attention COMMONWEALTH BANK OF A...  Deleted
O] Lutgoing LUV HMELONE IRUSI 12345676 lestiree COMMONWEALIH BAMK OF A, Accepted
[ Qulguing 391504 CBA-391504 53454353 EDyecha check CBACHINA-04-18 Aulh Reguiret
[ Qutgoing 900100 900100 6011600303 TCSTATTH-TCSTATTN--TCSTA COMMONWEALTI I BANK OT A...  Accepted
[ Outgoing 213001 213001 454534 ggffg CBASINGAPORE- Delstad =

3. User will be able to view all Free Format messages and latest statues associated with the message type
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Notification and Response (Incoming Free Form Messages)

J CommBiz Global Trade Scttings & Logof
REpors & Inquires &
Home Trade Analytics Searches File Services Service

Client Logged in as: INTERCULTURAL MATT  Last login: 2022/01/24 10:12:52

Trade

Import Letter of Credit Free Form Messaging -
All Import Letter of Credit Inbound Qutbound

JAM c All Free form Messages -
Creatalamand LC Inbound/CQutbound

Authorise Cieale Qulbuund Messays

Modify/Repair Motification And Respensc
Massage Archive
Import Collections
All Import Collection

Notification And Response

Authorise
Modify/Repair
Nuliflicalion Archive Template Management
Create New Template

lo Submit/Modity

Authorise
Madify/Repair
To Authorise
Trade Advance-Imports
All Trade Advance-Imports

Create/Amend Trade Advance-
Imports

View All Templates

Authorise
Modify/Repair

Trade Advance-Exports
javascriptvoid(0); c&-Exports '

1. Click Trade
2.  Click Notification and Response as highlighted above

v CommBiz Global Trade Setings (5 Log o
Reports & Inquires & e -
Ilome: Trade e s Searches Tile Services Service

Clienl Lugged in @s. INTERCULTURAL MATT  Lasl login. 2022/01/24 10.12.52

Trave » Fres Fonm Messaging - mbound Qulbound » Molificalion And Response

Notification And Response B} saveas & Prnt

Notification And Response (1 - 50 of 57) Faac ‘ 1 |or 2k Bl (Relected ltems: 0) (As of 2022/03/02, 0628 AMT-05-00) Q. o5
[CI CustomeriD za Customer Name L= "E‘:“I‘ufn“;‘;;“"m Attentlon Party Sender Name ccy Amount M““S‘gfeﬂfig'““ Message Status

] 900101 AMERIGAS PARTNE... 00150312 COMMONWEALTH B... USD 96211.98 2018/07/26 Responce In Frogress | =
[] 900101 AMCRICAS PARTNLC. 5015600002 COMMONWELALTI | B uso 95211.97 2010/07/26 Pending Response

) eoo101 AMERIGAS PARTHE... 00150312 COMMONWEALTH B... USD 08211.08 2018/07/28 Urnnead

M vuenl AMERIGAS PARINE.. 6UT6600012 GUMMUNWEALIH B... USD UB211.06 2018/0 /726 unread

O soo101 AMLCRIGAS PARTNC. . 5015600002 COMMONWEALTII B... USD 98211.97 2010/07/26 Response In Mrogress

) eoo101 AMERIGAS PARTHNE. . 00150312 COMMONWEALTH B... USD 98211.08 2018/04/08 Urnead

[T AMERIGAS PARINE... 00150212 CUMMUNWEALIH B... USL UB211.08 2018/0406 unread

) ann1nt AMFRIGAS PARTNF 5015600007 COMMONWFAITHR  LIAD 96211 97 Z01ANANG Unread

] 900101 AMERIGAS PARTNE... 6016500012 COMMONWEALTH B... USD 96211.96 2018/01/06 Unrsad

[] 900100 NCW TIMCZONC TR... 00150312 COMMONWELALTI | B uso 95211.90 2010/04/05 Unread =

Respond View Audit T Delete -

3. User to Select checkbox near the Customer ID for Message they wish to respond to
4. For the example, user selected Bill Reference 5015600002
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/ CommBiz Global Trade Setings (&) Log off

Reports & Inquires &

Analytics s File Services Service

Home Trade
Client Logged in as: INTERCULTURAL MATT Last login: 2022/01/24 10:12:52

Trade » lree Morm Messaging - Inbound Qutbound + Motification And Response « Respond

Free Format Message & Print
Submit Save Respond Later Response Not Required View Errors Clear Cancel
Inbound Message Collapse all
~ Incoming
Customer Name Message Received Date/Time
AMFRIGAS PARTNFRS I P 201807126 500 AM
Customer ID LC / Bill Reference Number
900101 5015600002
Message Status Bank Entity
PEMD_RESP 209
Message Title Message Reference Number
= MT799Cmsg0002
Currency / Amount Attention
usy 952119/ =

5. Once a selection is made user can view the Inbound Message as above
6. Scroll down to Response

~ Response # = Required Field

* Transaction Initiator Customer ID
209-900101-0101 -

Message Status Message Sent Date | Time
Message Reference Number Department Name
* Message Title * Attention / Cust. Rel. Ref

Select Related Reference
‘ Bill Reference Mumber

d

LC / Bill Reference Number
[so15500002

Currency ! Amount

[ e[ ]

# Narrative

7. The Transaction Initiator field will be pre prepopulated

8. Message Title: In the field, user will enter the title of the message that will be sent.

9. Attention / Cust. Rel Ref In this field mark the message as required (e.g., to the attention of a named Customer/
Trade Service Representative or to a Trade Processing Department) — This is a free-format text field.

10. Inthe dropdown Select LC / Bill Reference Number, select Bill Reference Number or LC Reference Number.

11. LC/ Bill Reference Number field has a Lookup icon for user to select applicable reference number.

12. Currency/Amount: Currency and amount can be input using currency library dialog box. User can select currency
from the list and the enter amount - If user uses Lookup icon to populate LC/ Bill Reference Number, the Currency

/ Amount will be populated.
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13. Inthe Narrative field, enter any additional text manually, or click the Library Look Up to open a Library Look

Up Dialog box.

(UPA) camps on Sunday resorted to dinner diplomacy to shore
un numhers on theidA/ll | test13032011 228 T/ EC

~ Response

#* Transaction Initiator Customer ID
209-900101-0101 -

Message Status Message Sent Date / Time
Message Reference Number Department Name

* Message Title * Attention / Cust. Rel. Ref
Select Related Reference LC | Bill Reference Number
‘ Bill Reference Number v| |SD‘15800002

Currency / Amount

L Y

* Narrative

Submit Save Respond Later Response Not Required View Errors Clear Cancel

* = Required Field

14. Click on Submit to submit the response to the bank for processing. User can choose any of the following

options at any point:

a. Respond Later—It cannot be selected when user is in Response Tab

b. Submit—Saves the transaction
c. Delete — Deletes the transaction
d

View Errors - View errors on this Collections
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