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1. INTRODUCTION

The new PekaoBIZNES* foreign transfer module was created to streamline payments in foreign
exchange turnover submitted by Bank Pekao SA Customers. This manual concerns the principal
issues related to submitting foreign payments via the new foreign transfer module in PekaoBIZNES?.

2. PAYMENT ORDERS IN FOREIGN EXCHANGE TURNOVER EXECUTION VIA PEKAOBIZNES?*

The PekaoBIZNES* application allows Bank Pekao SA Customers to submit foreign transfers and
domestic transfers in foreign currency by importing external files in the proper data format or by filling
in fields in the Foreign transfer / domestic transfer in foreign currency module

3. CONTRACTOR DATABASE (ADDING AND SEARCHING FOR FOREIGN CONTRACTORS )

The PekaoBIZNES* application gives the opportunity to define the new contractor dataset, which
afterwards might be chosen in Foreign transfer / domestic transfer in foreign currency module during
the foreign payment submission. PekaoBIZNES* also allows searching and deleting previously
defined contractor data. The above mentioned operations might be performed using the Contractor
form (select the following path: Bank operations --> Transactions --> Information --> Contractors).

Contractor form
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In order to select previously defined contractor, type key word or phrase matching contractor’'s data
(e.g. a part of the contractor's name) in the Search for text field. To reduce search results, consider
using the Contractor type and Contractor category fields. The module also offers the advanced
searching scheme. In order to use the scheme, click the Advanced search button and insert search
criteria. After the Show button has been clicked, contractors matching the inserted search criteria are
displayed.

In order to add a new contractor to the PekaoBIZNES* database, use the New contractor link to
select the criteria on which the contractor will be associated. Then complete the displayed form with
your contractor’s data.
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Foreign contractor addition form

After the completion of Foreign contractor addition form, it is advisable to confirm by clicking Add
button. This ensures that the PekaoBIZNES** database contains newly defined contractor.

ORDERING FOREIGN PAYMENT VIA PEKAOBIZNES? ELECTRONIC FORM

Logged in PekaoBIZNES* application, please choose Bank operations menu. Following submenus
will be displayed: Transactions, Information, Import/Export, Reports, PekaoTrade, and in the centre:
Information, Transactions, Orders management.

In order to use Foreign transfer / domestic transfer in foreign currency module, select Foreign transfer
from Transactions submenu. The module consists of following sections: Principal data, Contractor
data, Contractor's bank section, Order data, Costs clearing method, Special instructions.
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Foreign transfer / domestic transfer in foreign currency module

The principal data section allows you to select an account debited with payment amount
(Account/Currency) and a method of payment (for payment orders in foreign exchange turnover it is
advisable to choose the means of communication from Payment method drop-down list). The
Account/Currency field contains the amount, available currencies with their symbols.

The next step in making a foreign payment order via Foreign transfer / domestic transfer in foreign
currency module is completing the Contractor data section. If the Beneficiary of payment has been
previously defined, choose it from the list in the ID field or use the identifier filed to find the contractor
in the PekaoBIZNES® database. Moreover, if PekaoBIZNES* database contains more than 30
entries, the search mode is available (select all from the list to begin the search using the Contractor
list). Having selected the contractor, all the fields in the Contractor data and Contractor's bank section
which are necessary to conduct your order will be automatically filled in. If the Beneficiary of the
payment has not been previously defined, adding this contractor to PekaoBIZNES* database might



be worthwhile. In order to add a contractor to database, click the complete displayed form and
confirm by clicking Add. When Contractor data section was filled in manually, the Contractor's bank
section also has to be completed field by field. Once the SWIFT / BIC Code field is correctly entered,
the remaining fields essential for proper execution of the order will automatically be completed. In
order to find the SWIFT / BIC code of the contractor’s bank you can choose Finding foreign banks
form (to display the form, click the green arrow placed to the right of Code SWIFT / BIC field).

Finding foreign banks form

In order to find the dataset related to the Contractor’'s bank, enter bank number in Bank clearing
number field or a key word or phrase (this will be subsequently used by the system as a search
category) in Name / Description field, and click Show button. The PekaoBIZNES** application will
display all entries matching the entered criteria. Search results may be displayed by clicking sheet
numbers or arrows in the bottom-right-corner of the form. The number of entries displayed on a
single sheet is equal to the number selected from the bottom field.

To move selected Contractor's bank dataset to Contractor's bank section of the Foreign transfer /
domestic transfer in foreign currency module, click the SWIFT / BIC code of a chosen bank (the
SWIFT / BIC code is the bold, underlined sequence in the entry with the bank name).

The next step is to complete Order data section. First, enter the payment amount in the Amount field.
Then select the currency of payment from the dropdown box placed next to Amount field. Then, using
Execution date field, enter or select from the calendar the day to submit the payment order to Bank
Pekao SA. The choice of course (priority) for the order can be made using the Mode/time/date field,
refer to Chapter 7 Courses available in foreign payments ordering, for further information considering
the course of foreign payment orders. The payment details box enables you to attach an individual
description to the order. Fill in the Contact person field with the name of the person who will be
contacted by Bank Pekao SA in case of difficulty. The statistical code for the payment order also need
to be selected (Statistical code dropdown box). In case of payment orders whose exchange rate has
been negotiated by phone, the Rate negotiated by phone checkbox has to be checked. For further
instructions concerning payment orders whose exchange rate has been negotiated by phone, refer to
Chapter 5, Exchange rates negotiated by phone. Filling in the Signature field is not compulsory in
order to make a correct payment order.

It's important to make sure that Cost clearing method section is complete. The means of covering
charges and commissions consequent upon the execution of payment order in foreign exchange
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turnover are addressed in Chapter 6, Cover charges and commissions. The table below shows the
settings which should be made in order to correctly apply OUR, SHA or BEN cost clearing method.

: Pekao SA bank drop down Foreign/intermediary bank
Cost clearing method
box drop down box
OUR Principal Principal
SHA Principal Contractor
BEN Contractor Contractor

A properly completed Special instructions field is essential to order a payment in foreign exchange
turnover when the exchange rate has been negotiated by phone. In these case, fill in the Special
instructions field with the deal reference number, as follows: /DEAL/XXXXXXXXXXXX/, where
XXXXXXXXXXXX is the deal reference number provided by the dealer. For step-by-step instructions
concerning payment orders where the exchange rate has been negotiated by phone, refer to Chapter
5 Exchange rates neqgotiated by phone.

Having correctly completed the Foreign transfer / domestic transfer in foreign currency form, select an
option from Select action drop down box. Following options might be selected:

Approve - choosing the option will cause an interim screen to display, showing the selected
settings. Check whether the settings have been properly entered before taking further action. If
the displayed settings are not what you intend, then use the back button or select Modify
action, and adjust the payment order accordingly. When the interim screen is correct, choose
from the following actions:

Sign” — allows you signing the order. The payment order is transferred to the Orders review
and Signing and sending orders submenus (the submenus are available from Bank operations
--> Orders management);

Sign and send * — also allows signing the order. However, in accordance with the procedure
used by the Principal concerning payment orders in foreign exchange turnover, the order
remains in Signing and sending orders submenus, or else is transferred to Orders history
submenu;

Save - the payment order is transferred to Orders review submenu and Signing and sending
orders submenu;

Modify — causes the order to be returned to Foreign transfer / domestic transfer in foreign
currency form;

" Sign and Sign and send actions are available only for authorized users
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The Foreign transfer / domestic transfer in foreign currency form, when correctly completed, apart
from approving the payment order also allows the following actions, available from the Select action
dropdown box:

Save as working - the payment order is saved in the system and transferred to Orders review
submenu. From that moment, the order gains working version status and can be chosen only
by the person who defined that order. With the help of the Orders review submenu you can
modify the order. To modify the order, click its entry. After making the necessary corrections,
select an action or, after ticking the entry, choose from following options: Sign, Send, Delete,
Group.

Save as defined - allows you to associate the payment order with an already existing or just
created group.

5. EXCHANGE RATE NEGOTIATED BY PHONE

In order to make a payment with the exchange rate negotiated by phone, tick the Rate negotiated by
phone checkbox using the left mouse button. This checkbox is placed directly under the Statistical
code dropdown box (see Picture 1).

Picture 1

Then fill in the Special instructions field (located under Rate negotiated by phone checkbox) with the
deal reference number as follows: /DEAL/XXXXXXXXXXXX/, where XXXXXXXXXXXX is the deal
reference number provided by the dealer (see Picture 2). Payment with the exchange rate
negotiated by phone has to be sent in the day of th e exchange rate negotiation.



Picture 2

The PekaoBiznes® will inform you by showing an appropriate message box, if a mistake has been
made in filling in the form of the foreign payment with the exchange rate negotiated by phone.

After the order has been accepted and saved, make sure that Rate negotiated by phone checkbox is
confirmed by the word ‘YES'.

The approved payment order should be saved, signed and sent to the Bank.

COVERING CHARGES AND COMMISSIONS

The Principal should define on Foreign transfer / domestic transfer in foreign currency form all
necessary elements to process the transaction properly, in particular instructions regarding covering
charges and commissions due to Bank Pekao SA, as well as to other banks participating in handling
of the order. The following cost clearing methods are available:

OUR - charges and commissions payable to Bank Pekao SA, as well as to other banks are covered
by the Principal. In practice Bank Pekao SA collects from the Principal fees according to the Table of
Commissions or individual agreement. The Principal’'s account is debited with the payment and the
fee.

SHA - charges and commissions payable to Bank Pekao SA are covered by the Principal, while
charges and commissions due to other banks are covered by the Contractor. The Principal’s account
is debited with the payment and the Bank Pekao SA fee, the Contractors’s account is debited with
due to his bank commission. Intermediary banks, if present during settlement, can deduct
commissions from the payment amount.

BEN - charges and commissions payable to Bank Pekao SA, as well as to other banks are covered
by the Contractor — an appropriate amount of commissions payable to Bank Pekao SA is deducted
from the amount of order. Principal’s account is debited only with the amount of payment.



BEN option can be chosen only if the amount of order is higher than current commissions collected
from the Contractor for handling of the payment order in foreign exchange turnover. Unless the
Principal clearly defines one of above methods, SHA option is applied.

COURSES AVAILABLE IN FOREIGN PAYMENTS ORDERING

The period, after which the funds will reach the Contractor, i.a. depends on the course of the order,
which is chosen by the Principal in Foreign transfer / domestic transfer in foreign currency module
(see Chapter 4 Ordering foreign payment via PekaoBIZNES24 electronic form). The time of
settlement depends on the execution date and the value date. The first defines the date of the
payment order reception by Bank Pekao SA. The value date is a day when the settlement between
the Principal's bank and the Contractor’'s bank is effected and is set for each payment order
individually by choosing the execution date and the course of the order on Foreign transfer / domestic
transfer in foreign currency form. Remember that the Contractor’s account doesn’t have to be credited
on the value date — several exceptions exists. When setting the value date, days off in Poland and the
country of currency indicated in the order are considered.

The date of execution set by the Bank Pekao SA depends on the time of submitting the order in a
particular day. If order was submitted before the cut-off-time, the execution date will be the date of
submitting the order. Otherwise, the execution date will be set to the next working day. The cut-off-
times schedule is available in the Bank Pekao SA branches.

When handling of correct payment orders in foreign exchange turnover, Bank Pekao SA sets the
value date according to the following rules:

1. for orders given in foreign currencies in normal course, it is the second working day after the date
of receipt (execution date),

2. for orders given in foreign currencies in urgent course, it is the next working day after the date of
receipt (execution date),

3. for orders in express course (the course is available only for orders in USD, EUR, PLN), it is the
day of receipt,

4. for FlashPayment orders, it is the next working day after the date of receipt.

FlashPayment is a payment order executed between banks that are members of UCI Group, fulfilling
the following conditions:

1) the Principal and the Contractor are Customers of banks that are members of UCI Group;
2) the payment order is nominated in EUR or in national currency of Contractor’s country;

3) the debited Principal's account and the credited Contractor's account are kept in the same
currency as the payment order.

The up-to-date list of banks participating in FlashPayment is available on the Bank Pekao SA web
site.

Course of order Value date
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Normal Execution date + 2 working days
Urgent Execution date + 1 working day
Express (available only for | Execution date (date of order receipt)
orders in USD, EUR, PLN)

8. PEKAOBIZNES?* HOTLINES

In case of any questions, contact:

PekaoBIZNES ** hotline: Pekao BusinessLine:

Tel. 0 801 470 470 Tel. 0 801 400 500

Tel. 042 683 84 70 Tel. 022 591 2 591

e-mail: pekaobiznes24@pekao.com.pl e-mail: business.line@pekao.com.pl
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