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MasterCard smartdata.gen2™ (“SDG2") is a secure and powerful online tool that enables your company to simplify and automate
expense management. SDG2 provides a new reporting function with customisable templates, HTML preview, advanced filtering
options, and report categorisation. With this all-in-one MIS solution, your company is able to streamline expense administration
from a paper intensive and time-consuming process to one that is online and easy to manage!

At a glance...

¢ Simplified Programme Administration and Expense Reporting
SDG2 provides an all-in-one MIS solution for your company corporate
card programme. Its full, robust expense reporting module delivers
enhanced features and capabilities that can help your organisation
reduce costs and increase efficiency. With complete online transaction
review and e-mail approval notifications, programme management
is easier.

e Streamlined Expense Management
SDG2 consolidates corporate card and cash payment methods in
one place, helping you save time with automatic payment data entry,
organisation, and reporting.

e Comprehensive Data Management
More than 17 reports to consolidate programme management,
policy compliance, and vendor negotiation. Download information
into the accounting system and use the enhanced financial data to
analyse patterns and make more informed decisions. This feature
can also be utilised to copy all of your data to another application
for data retention purposes — up to 36 months of data is available
online.

e Web-based Reporting Application
Delivered via the internet, all you need is a web browser to access
the data around the clock, anywhere in the world.

¢ Enhance Security
SDG2 provides optimum security and peace of mind with its multi-
factor log-in feature, issuer-defined account number masking, and audit
trails. All data is safe and secure, protected by robust, industry standard
SSL protocols and 128-bit encryption. With standard internet security
protocols, a unique ID and password will only be granted to authorised
employees of your company.

¢ User Friendliness
SDG2 supports up to 21 languages and supports transactions in
virtually every currency in world circulation. Transactions in multiple
local currencies can be translated into any designated single currency
for global analysis and reporting.

* Online Assistance
At any time, users can access a comprehensive online help directory.
The directory includes context-sensitive help and can be searched
by topic or via the index.

1. Getting Started
Log in to begin your session

8. Log Out
Log out and leave the
system

2. Main Page

View summaries of
cardholder transaction
activities and get schedule
reports

7. Transaction
Summary

Manage expenses
when you want and
with the level of detail
needed

Simple Steps
for using SDG2

3. Corporate

Hierarchy
Check your corporate
hierarchy

5. Financial Control
View account and transaction
summary information as well as

6. Creating Reporting merchant details 4. Company
6. SR EHREES = - SEAE 4. ASIIRE&F Levels | Information
A THAL | _ SR R R N o = /NS ), A powerful reporting tool [ e=== Check information about
SAAREINRE B BTN RS AN with customisable the company, e.g. address
A N ~ B4 N ' '
ﬂE}\lE*EF' *,i}\ﬂy_\\ EiEAE E"‘";%%}\ templates, HTML preview, | @7 contact information, and
HTMLTEE - & BIE BREARES advanced filtering options, overall credit limit
BIBR D RERE and report categorisation
Remarks
. 1. SDG2 reporting system is operated and provided by MasterCard International Incorporated (“MasterCard”). MasterCard and The Bank of East Asia, Limited (“BEA") make no
&t warranty, express or implied, with respect to SDG2, including without limitation, its merchantability or suitability for any particular purpose. Under no circumstances will MasterCard

1. SDG2RABEEFERAR ([BBEF ) 2ERREMH - BBEFRRTRTBROR ([RERT)) FTEHDQRHEBARIBENRE - FETRABHIHEEREYE
REREARNERENRE - MEMBERT » BBEFRRERITEEMESDG2HEFE A EFE MR » REMKREBL - $53R - BRRPE - BRK - BFSUERER -
BiFES  ESRRSHEZMEoIRZEMEE  BEETRNEEDEE - 455 - WHERIEREX - BERER  YTSELEEER  MERTRITBARDEBITRE
B EELILASK - REARATRHEL 2B - MUTHDC22 BB EAEN - HABXTESRBME : 3608 6628 » 2. SDG2 is authority-based, which means that your access to data and functions is determined by user authorities or “permission”. BEA reserves the final right of decision regarding

2. SDG2EUBEAER - BATHENNDENFIE - BRTEALERIFEHIEITE - RERTUEATTEANSEDE  ERRFNERBRLZREM - " Jour company’s access rights and all functions and data your company can use. '

3. I ERSDC2BER AL  mABRNTEFIRISELE © 3608 6628RFERRERIT AT © 3. Please call our Customer Services Hotline on 3608 6628 or visit any BEA branch to register for the SDG2 reporting system.

and BEA be liable for any damages, including without limitation, direct or indirect, special, incidental, or consequential losses, damages, or expenses arising from or in connection
with SDG2 or the use thereof or the inability of any party to use SDG2, or in connection with any failure of performance, error, omission or interruption, defect, delay in operation
or transmission, computer viruses, or line or system failure, even if BEA or its representatives are advised of the possibility of such losses, damages, or expenses. If you have any
enquiries regarding to the use of SDG2, please call our Customer Services Hotline on 3608 6628.
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Reporting 1EX &

Review Cardholder Transaction #E#EFAXE

Step Go to https://sdg2.mastercard.com Step Go to https://sdg2.mastercard.com
ig & Ahttps:/sdg2.mastercard.com g % Ahttps://sdg2.mastercard.com
Step Enter your User ID and Password Step Enter your User ID and Password
g a5 PR 2 R BV B AR HER A A E BRI R BT
Step Choose Transaction Summary from the Account Activity tab Step Choose Account Summary from the Financial tab
SR BEMRFTY | E8RE  BRIAIERREISIHE g BIEZ[0 IR8E  BRTYRERRENRFHE ]
Step Select Date or Reporting Cycle Step Select the cardholder name on the Search Reporting Structure screen
b BEEREHYAPRBIREEH g RIESHRREE | REEESFALS
Step Click Search Step Select Date or Reporting Cycle
HER BEES HER BEREMM A NS BRI REEAY
Step On the Transaction Summary screen, click Transaction to view the transaction details Step Click Expand All to view the detailed Transaction Summary and verify coding
g (e.g. merchant name, transaction currency, date) i B[ 2R UETHFAIXZRE | REINRE
RIXSZWEIMEARERFOEERS | BRUFRZSHFHER (WEEERE
REEM . HEY) Step If yes, check the Approved box on the Transaction Summary screen to confirm and
R approve individual transactions —
Step 6a Check the Reviewed box and click Save WIERE - FIE [#E | ZSHREUS RURERZER S
Eig TR ESRE - 2SR MBI S ZENRES RKEE [ f#7F ]
Step If no, uncheck the Reviewed box and select Send Email to send an email and notify
Step Click Send Email to send an email and notify your Manager S the cardholder to correct and resubmit for review
HER BE[EZE T4 UEBHABHERTANEEE mEEER - RIEME TSR I ZRARREE[EEASFEMG] - UEHSTXEL
BRAFHEEREHRR
Step Choose Schedule Report option from Account Activity tab
HER BERFTY | ERE  BRAVERREHREHRK] Step Click Save
HER BiE [ f#7]
Step Select the Report you want to generate
Eig EEZERAENBRR
Step 1 0 Fill in the parameters and generation frequency
HER RESHRREER

e 11
w12
w13

. —, Step Go to https://sdg2.mastercard.com
= I+ Eiﬂ zx/ S » Bia] T
R [ | BRm AL - VAT Fagd % Ahttps://sdg2.mastercard.com
Step Attach the transaction receipts and file accordingly
sn 14 woemssuanns Siep - Enteryour User D ond Passor
ZY WAx { E e = e
Step Choose User Summary from the User tab
SER REAF IRBE  BRTUHERREIAFPRHE]
Step Search for the user whose password needs to be reset
B HEFESREBNAF
Step Place a check in the Select column by the user who needs a new password and click
L Email New Password —
FIREENRBNAFZNEE | RBEBBE B8R
Step A new password will be sent directly to the email address listed in the user’s profile
Fig RS EEERXIAFREREPIEENEFEHY

Click Save to schedule the report

RE[ 7] UBERE

Monitor the Completed Reports section of the Reports Inbox

ERRRUMAE N[ RER]|EH

When the report appears in the Completed Reports section, download the report

Resetting User Password ik FHF &5
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