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Purpose & Objective

The main purpose of this user guide is to outline the different stages of the card application
process you, as a card applicant, will go through.

The required information can differ depending on the requested card type and might affect
the different stages in detail. However, the general process will remain the same.

AirPlus International SA/NV Keizerinlaan 66 Boulevard de I'lmpératrice, B-1000 Brussel|Bruxelles



ﬁ YOUR TRAVEL PAYMENT COMPANY.

1. Logging in

AilrPlus

INTERNATIONAL

In order to being able to apply for a card, you will need to be invited by your company’s
Program Administrator (only applicable for Corporate Cards) or the AirPlus International
team (only applicable for Consumer Cards). You will receive an email containing the
credentials to login to the MyCardApplications tool.

Apply for your Corporate Card: Complete your appiication form now!

AirPlus

Apply for your Corporate Card: Complete your
application form now!

Dear Mr. Doe, MyCardApplications

We are delighted to invite you to complete the online spplication
for your Mastercard® Compsny Lisbility cerd that has been

initisted by your Program Administrator Mr. Neumeier via our
online onboarding tool, MyCsrdApplications @

The following instructions will help you to do so
Follow up your onfine card
+ Go to: MyCardApplications. requests in real time.
+ Username: johndoe.sirplus@web.de

Cear Mr. Doe,

We are delighted to invite you to complete the online applicatic
for your Mastercard® Company Liability card that has been
initiated by your Program Administrator Mr. Meumeier via our
online cnboarding tool, MyCardApplications.

The following instructions will help you to do so:

a»

+ Password: #sAKLFD@aqq
« Click on the link “View card request” to complete your Guidelines

spplication. MyCardApplications

Your Program Administrator will receive a status updste ss soon .
8s your has been and to AirPlus
Internstional for further processing J

We would like to thank you for your confidence in AirPlus
Internstional.
Help using MyCardAppiications
Yours sincerely, a5 3 card applicant,
Your AirPlus International team

f this message should not have been addressed to you, please
inform us. Website

Discover all our products and
services on our website.

Visit our website Follow us [

Go to: MyCardApplications.

Username: jchndoe. airplus@web.de

Password: #AKLFDEgg

Click on the link "Wiew card request” to complete your
application.

LI B B

Clicking the link will lead you to following Login screen: -
Insert the Username and the temporary password you have

Forgot password?

received in the e-mail.

After the first login, you will be asked to create a new

password:

A

Choose a password that has at least 8 characters and

continue.

Current password

New password

Confirm new password

CHANGE PASSWORD
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The Card Request Overview looks like this:

o

CARD REQUESTS ~

18/10/2019,09:23 Mastercard® Company Liability Invitation pending View your card request

You will see the open card application and its status. Click “View your card request” at the
right side of the screen to start the process.

2 Signing Up

The first step is to confirm your current country of residence.

=
CARD REQUESTS -

Please confirm your country of residence (not your nationality)

Belgium Outside Belgium

Manual data input and document upload

If you are currently not residing in Belgium, you can only sign up manually.
If you live in Belgium, following options will appear:

=
CARD REQUESTS ~

Please confirm your country of residence (not your nationality)

(®) Belgium () Outside Belgium
Please select an identification/signing option:

—., Sign up with elD
“ Before continuing, please connect your elD reader and make sure you have your Belgian identity Card at hand.

Note: this method will install the Connective browser extension and signing software on your computer. Connective is our partner for digital identity and signing services.

(") Sign up with itsme
Please activate itsme® on your smartphone before continuing

C ‘ Sign up manually

Requires more of your time (manual data input and document upload)

Please click 'Next' in the lower right corner.
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2.1 Sign up with itsme

AirPlus International strongly advises all holders of a Belgian identity card to complete below
credit card application request using the itsme app. This reduces the need for additional
document uploads and improves our ability to process your request in a fast manner.

Itsme is an app for web identification provided by Belgian Mobile ID SA/NV and certified by
ISO 27001.

In order to use this service, you need to download the app on your phone and create an
account. Learn more at www.itsme.be.

Once you selected sign up with itsme, you will be re-directed to the following screens:

Enter your mobile phone usme e -
number and press Send.

Identify yourself
Mobile phone number Tae re 2w re
=
Remember my phone number?
Enter your mobile phone number
Click ‘send’ and open your itsme® app.
Kl'he system will send an\ —
. . Prove it's you —
identification request to ,
A request 1s waiting in your itsme” app
your phone app' A +32421001774 @
countdown clock will -
show you how much time — ° /) __
is remaining until a new o
B o open your itsme® app
IanIry needs to be Tap the card to open and check the action

Qequested. / details
[©)]

prove it's you

Confirm the request with your 5-digits itsme®
2:43 before it's too late code, fingerprint or face ID.
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When opening the app on ) Check the information and
your phone, you will The app will show you confirm by entering your
already see the Inquiry on which information the itsme-code.

the opening screen. inquiry requests.

Inl X
— ) neseen .

AIRPLUSACC

Info Info

Aanmelden Aanmelden

Gedeelde identiteitsgegevens Gedeelde identiteitsgegevens

Voornamen
Naam

foonnummer

Bevestigen met je itsme-code

Weiger

Klik op weiger als je deze actie niet wil uitvoeren.

If the information is correct and the identification is completed, the system will lead you to the
Personal Information screen.
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While the identification via itsme already fills in a lot of information, some fields like the
Country of Birth can not be completed. Please fill in the remaining fields that are marked as
required and continue.

Personal information Personal address

Gender: * Mr., v Street & number: Havenlaan 7
First names (As mentioned onthe ID): *  Anne Postal code: * 1000

Last name (As mentioned on the ID): * Jansen City: * Brussels
Nationality: * Belgian (Belgium) Country: * Belgium -
Date of birth: * 15/01/1990

Country of birth: * -

Place of birth: * Uccle

Language: * English -

Mobile phone: * +32421001774

Office phone:

Email: = annejansen@mail.com

Card information Professional details

Desired spending limit: * 5000 Employee number (if applicable)

Delivered by: Normal post Cost center (if applicable),

When all the information is completed, click on next and the system will lead you to the
Document Upload Screen.

Please note that itsme also serves as a signing tool, so you might be able to proceed
straight to signing the application form, depending on the card type you are appliying for.

2.2 Sign up with elD

If you choose to Sign Up with elD, the system will ask you to install the Connective Browser
Extension. Connective is our partner for digital identity and signing services.

The process will automatically lead you there, but the download will need to be done
manually and you will need to connect your elD card reader.

Please follow the following process:
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Please install the Connective browser package:

To continue you must install the Connective

Click on Install. browser package
o [

(|

Click on Download . .
software. Install the card reader or signing pad software

You need this software to sign documents with your card reader or signing pad

Download software

Open downloaded file

You will find the download O“ e o o o % hot). Click 'Run’ to start the

pening connective-plugin-installer-local-2.0.6.msi

You have chosen to open:

## connective-plugin-installer-local-2.0.6.msi

which is: Windows Installer Package (4.8 MB)
from: https://plugin.connective.eu

Press Save |n the Pop-Up Would you like to save this file?

Save File -_Can:d
and follow the steps
depicted on the Show Al Downloads

screenshots underneath.

You have chosen to open: |

15 com -win-npapi-plugin-1.0.0.msi
whi jows Installer Package (592 KB)
from: http://plugin.connectivebe

Would you like to save this file?

Download again
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aﬁ! cennective-plugin-installer-local-2.0.6.msi &

Completed — 4.2 ME

bB327b%26language®

downloadfolder might
appear at the top right of

1
For Firefox, the |
vour screen.

Show &ll Downloads

/CIick on the Download to\
generate following Pop-

Up and click OK. (Thisis a
standard procedure done by

Windows. Connective is our
trusted partner and their

\products are considered safe.) /

Open Executable File? x

“connective-plugin-installer-local-2.0.6.msi" is an executable file. Executable files may contain
viruses or other malicious code that could harm your computer. Use caution when opening this file.
Are you sure you want to launch "connective-plugin-installer-local-2.0.6.msi"?

Cancel

#5 Connective Signing Plugins Setup X

Welcome to the Connective Signing Plugins
Setup Wizard

The Setup Wizard will install Connective Signing Plugins on your
computer. Click Next to continue or Cancel to exit the Setup

Click Next to launch the wizard.
setup wizard.

# Connective Signing Plugins Setup

End-User License Agreement

Please read the following license agreement carefully

Read the License
Agreement, check the
tickbox and press Next to
continue.

CONNECTIVE
End User License Agreement

BY INSTALLING. COPYING, OR OTHERWISE USING THE
|SOFTWARE (AS DEFINED BELOW) OR BY CHECKING OR
|CLICKING THE APPROPRIATE DIALOG BOX. YOU AGREE TO BE
BOUNDED BY THE TERMS OF THIS EULA AND IT SIGNIFIES
'YOUR ACCEPTANCE AS "CUSTOMER™ OF THESE TERMS AND
|CONDITIONS. IF YOU DO NOT AGREE WITH THEM. DO NOT
|INSTALL THE SOFTWARE

10, T T (0 BT ST R \SUURPUIPG, - \JSRN | Y SO

[]1 accept the terms in the License Agreement
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# Connective Signing Plugins Setup

Custom Setup

Select the way you want features to be installed.

Click the icons in the tree below to change the way features will be installed.

Select for which browser

. BB Chrome Plugin} Connective Signing Chrome Plugin
you want to install the 2] Firefox Plugn
-] Intemet Explorer Plugin
Plugin. Click Next to '
- This feature requires 1400KB on your

continue. hard drive.

% Connective Signing Plugins Setup

Ready to Install Connective Signing Plugins

Once yO u have setu p th e :;:;m«a:gm:lr:\;;;s‘x‘a::u;?a Back to review o change any of your installation

options, the Installation
can begin.

## Connective Signing Plugins Setup

Completed the Connective Signing Plugins
Setup Wizard

Click the Finish button to exit the Setup Wizard.

Finish the installation and
return back to the
MyCardApplications tool.
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After you have succefully downloaded the software and scanned your ID via the elD card
reader, the system will ask you to insert your PIN Code. Afterwards, following screen will
appear:

Card number 592081930325
Valid from 20/3/2015
Valid until 20/3/2025

Place of issue Ypern
Name Jansen

Given names Anne
Nationality Belg

Place of birth Ekeren

Date of birth 10/8/1978
Sex Female
Document type 01
Special status 0
Street and number Kirkstraat 7
Postal code 8902
Municipality Ypern

[ I accept that my data will be provided to Airplus International
(Accept)

Check the tickbox and press continue to get to the next screen. There, you will find your
personal information inserted via the elD connection. However, you will still need to enter your
Country of Birth and your mobile phone number (as a minimum) as these fields can not be
filled by the elD service.

When all information is completed, the system will lead you to the Document Upload Screen.

11
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2.3 Sign up manually

If you choose to insert your information manually, the following screen will appear:

Personal information

Gender: * Mr. -

Personal information Persoaladdress First names (As mentioned onthe ID): *  John

Gender.* e - Sueet & number

Last name (As mentioned on the ID): * Doe

First names (As mentioned on the 10):*  Joha

e cty
Notionaity <] ooy < Nationality: * Select. -
Date of it + )
irth: *
Gourtry of it = Date of birth |
Ploce of itk +
Country of birth: * Select. -
Language:©
Mobile phone: *
Place of birth: *
Office phone
emat johndossirphsOweb.de
Language: * English -
Card information Professional details
Desired spending hmit:* Mobile phone: * nternational phone format
Delered by Normal post
Office phone:
Communication preferences
Email: * Johndoe.airplus@web.de
execuion ofthe areement between AiPlus inermationsl and you . .
Card information
equired i th contex o the execution ofthe agreement °
e o Desired spending limit: * 5000
Yes, AkPlus Intemationslcan send me communication relaing o events onganzed by ArPlus Intemaionsl,  th case may b, ogether with pariners
Delivered by: Normal post
Yes, ArPlus Intemationslcan send me com 1109 o (events organized by) other membe without passing f on
Yes, APlus Intemationalcan pass on ik 1o the o on relat rganized by) othes members of the Lufthansa Group

The desired spending limit
will be predefined by your
Program Administrator.

General Terms of Use

Fill in your personal information. Mandatory fields are marked by a red asterisk.

Please check the desired Opt-In messages on the bottom of the screen and make sure to
check the General Terms of Use. It is advised to read carefully before continuing. If the
information is completed, proceed to the Document Upload Screen.

12
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3 Uploading Documents

As mentioned earlier, the choice of your SignUp method as well as the Card Type affects the
documents you need to upload.

For example, if you are not a resident of Belgium or live in Belgium and have chosen to
SignUp Manually, you will have to upload a scan of your national identity card (EU) and a
scan of a proof of your address (eg. The latest utility bill such as water, gas, electricity or a
confirmation from your local authority).

Click the button with the plus sign at the right side of the screen to add a document.

Documents {
To process your application, we kindly ask you to upload the following documents:

Scan of your national identity card (EU): *  Nam 6 ®

EUld PNG N |

* Please provide a copy of both sides of your identity card, including your signature.
= Ensure your card is still valid.
« All information should be clearly readable and the picture should be recognizable.

Scan of a proof of your address: * ! tensior =

Document

File: Browse... EU Id.PNG

Upload the file from your
PC. The system will ask
for confirmation. Confirm
and continue.

File name: EU Id

Cancel Save

After uploading the document(s), you can proceed to the final step of the application.

13
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4 Signing
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After you successfully entered all relevant information and, if required, uploaded the required
documents, the system will ask you to sign the application officially using an SMS or Email
OTP (OneTimePassword). Please check the information again before you sign. You can also
print the document or save as a PDF (Check buttons on the left side).
If you have chosen itsme to prove your identity, you will be led straight to the signing.

4.1 Signing by Email

Signing in by Email will produce following screen:

1 /1 Cardapplication for Mastercard® Company Liability

EN ¥

pml

-

‘ YOUR TRAVEL PAYMENT COMPANY.

Delivery by
Desired spending limit
Employee number
Cost center
Gender
First names
Last name
Nationality
Date of birth
Country of birth
BirthPlace
Q Language
Mobile phone
Reject Office phone
Email
Personal address street
Personal address number
Personal address box

Personal address postal code

Personal address city
Personal address country

INTERNATIONA

Normal post
5000

Mr.

John

Doe

Belgian (Belgium)
1/10/2001 0:00:00
Belgium

Gent

English

+8760762

Jjohndoe airplus@web.de
Wallaby Way

675487
Gent
Belgium

In this section you are able to set your communication preferences in the relationship
between you as cardholder and AirPlus International. For more elaborate information on
the nrocessing of vour nersonal data and vour rights in that context. reference is made to

D | declare that | have read all documents and shall comply with the following policies:
Terms of Use, Privacy Policy and Cookie Policy.
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If you scroll down through the pdf, you will see following signature field on the bottom:

=10 IN¢ EXIENt FEGUITEd = CONSENUNG 10 SUCH USE OF INE QAL | NE card 1S not ortered .
without this confirmation.

* The applicant hereby represents and warrants the truth, accuracy and completeness of the
data provided in this application. The applicant commits to inform AwrPlus International
without undue delay of any changes and updates thereto, and to answer any additional
questions

* The apphicant confirms that (s)he has received, read, and understood the data protection
statement. The card s not offered without this confirmation. The data protection statement
which includes information on the processing of personal data and the rights of the data
subjects, 15 a 0. available on the website at www.airplusinternational_be in the section
*Data protection”. A copy of the data protection statement may be requested from AirPlus
International, 66 Boulevard de I'Impératnice, B-1000 Brussels, tel: +32 (0)2 400 37 90

* The applicant acknowledges that the corporation through which corporate card program
($)he is able to apply for the card (in general the employer) is a controller of the
card(holder) data at least as emplover for purposes of expense management, next to and
separate from AirPlus International being a controller for the delivery of the card issuing
services, The applicant in that context acknowledges the legitimacy of the (personal) data
flows from that corporation and/or any affiliates to AirPlus International and for the
requested data flows from AwrPlus International to that corporation and/or any affiliates
(¢.g holding corporation)

» The applicant represents and warrants that (s)he has the legal capacity and ability to enter
into this agreement

* The applicant launches a proposal to enter into an agreement to AirPlus International

* The agreement based on the application shall only be effective upon approval by AwPlus
International of this application, as the case may be for a lower spending limit. The
approval is expressed by the issuance of the card

* The applicant acknowledges the right of AirPlus International to autonomously take a
Q fully discretionary and final decision on whether or not to accept the apphication

|

gt I understand and accept the consequences of submitting the application

[:Vé

Your signature here

John Doe

C] | declare that | have read all documents and shall comply with the following policies:
Terms of Use, Privacy Policy and Cookie Policy.

Note that you can download the pdf by using the button in the middle of the left-hand side.
Declare that you have read all the information and start signing in the designated field.

You will be requested to fill in a numeric code, which you will receive per Email.

4.2 Signing by SMS

If you chose to sign by SMS, the system will use the mobile phone number you inserted earlier
when completing the missing information, so please make sure that it is the correct one.

15
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Signing by SMS will produce the same screen, except the signing option on the bottom of the
screen is different:

EREEXTRTTTS

=10 e eXIent required — CONSENUING 10 SUCH USe OI INE Jata. 1Ne Cara 1S Not orrerea
without this confirmation.
* The applicant hereby represents and warrants the truth, accuracy and completeness of the
data provided in this apphication. The applicant commits to inform AirPlus International
without undue delay of any changes and updates thereto, and to answer any additional
questions
* The applicant confirms that (s)he has received, read, and understood the data protection
statement. The card 1s not offered without this confirmation. The data protection statement
which includes information on the processing of personal data and the rights of the data
subjects, is 2.0. available on the website at www airplusinternational be in the section
‘Data protection’. A copy of the data protection statement may be requested from AirPlus
International, 66 Boulevard de I'Impératrice, B-1000 Brussels, tel: +32 (0)2 400 37 90
* The applicant acknowledges that the corporation through which corporate card program
(s)he 15 able to apply for the card (in general the employer) 1s a controller of the
card(holder) data at least as employer for purposes of expense management, next to and
separate from AirPlus International being a controller for the delivery of the card issuing
services. The applicant in that context acknowledges the legitimacy of the (personal) data
flows from that corporation and/or any affiliates to AirPlus International and for the
requested data flows from AwrPlus International to that corporation and/or any affiliates
L‘_L._l (¢.g holding corporation)

* The applicant represents and warrants that (s)he has the legal capacity and ability to enter

into this agreement

* The applicant launches a proposal 1o enter into an agreement to AwrPlus International

* The agreement based on the application shall only be effective upon approval by AirPlus

International of this application, as the case may be for a lower spending limit. The

approval 1s expressed by the issuance of the card

» The applicant acknowledges the right of AirPlus International to autonomously take a
Q fully discretionary and final decision on whether or not to accept the application.

3] |

Reject I understand and accept the consequences of submitting the application

Your signature here

John Doe

212

D | declare that | have read all documents and shall comply with the following policies:

Terms of Use, Privacy Policy and Cookie Policy. sig- 9

Declare that you have read all the information and start signing in the designated field.

You will be requested to fill in a numeric code, which you will receive per SMS.
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