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EXECUTIVE SUMMARY

The purpose of this document is to present the user and training manual for the Collateral
Registry System. This document provides a detailed description of the Collateral Registry System
and covers fundamental elements of the operational and logistical components for the use of a
modern secured transaction registry.

The report presents overall structure of the product, which is defined from a functional
viewpoint. It describes the basic steps to be followed by the users and Collateral Registry to
enable them to efficiently use the system, thus ensuring Collateral Registry’s capacity to use,
support and administer the system.

The report outlines the following procedures:

Opening of a New Account in the Registry
Registration

Amendments

Search

My Registrations

Account Management

The content of this document will assist to conduct an effective training program and to introduce
users to the functions of the Saint Lucia Collateral Registry ensuring successful implementation
of the Collateral Registry System in Saint Lucia.

This document is being presented to the representatives of the Ministry of Tourism, Investment,
Creative Industries, Culture and Information and the International Finance Corporation in order
to in order to obtain feedback user and operations manual and ensure smooth project
implementation and effective communication between the counterparts and the [0S Team.
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1. USER AND TRAINING MANUAL: OVERVIEW

The purpose of this document is to present the user and training manual for the Collateral
Registry System. This document provides a detailed description of the Saint Lucia Collateral
Registry System and covers fundamental elements of the operational and logistical
components for the use of a modern secured transaction registry.

The report presents overall structure of the product, which is defined from a functional
viewpoint. [t describes the basic steps to be followed by the users to enable them to efficiently
use the system, thus ensuring capacity to use, support and administer the system.

The report outlines the following procedures:

Opening of a New Account in the Registry
Registration

Amendments

Search

My Registrations

Account Management
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1.1. Opening of a New Account in the Registry

Introduction

Introduction

This function allows the user to enter the application and use the functionalities in
accordance with the defined access authorization. Once the user has entered the application,
he/she can do registrations, amendments and changes.

New user wants to use the application, but has no user account opened and can only access
the Collateral Registry (CR) home page. User must enter personal data, necessary to open the
user account. The account will be activated once it is verified by the authorized administrator.

Procedure

Follow the steps below to open a new account in the CR.

STEP

ACTION

1.

Opening the new account enables accessing the data in the Collateral Registry database in
order to perform the registration and search functions. The account number must be a
unique company number issued by the authorized institution. The unique number for an
individual is a personal ID number from the ID card issued by the authorized body.
Opening an account procedure should be conducted in a way that Registry application
must strictly support the written process of account opening. A request for opening an
account can only be submitted electronically using the Registry web application.

The user will log in into the STR home page and will select Register New User option.

& USER ACCOUMNTS

@ Home
(& Login
‘ Register new user

m Informations e

. . Register new user
The user will click on button.

The application provides general instructions for creating a new account.
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STEP ACTION
Registering new user
Terms and Conditions
STEP 1 -General Terms and Conditions
To go to the next step the user should select
option.
4. The application provides the option for further confirmation of the account opening
process and displays the "General Terms and Conditions" of the use of Registry.
Terms and conditions for the use of Registry
GENERAL TERMS AND CONDITIONS FOR THE USE OF THE
MOVABLE COLLATERAL REGISTRY (REGISTRY)
1. The Customer’s acceptance of the General Terms and Conditions is required, for the customer to be the user account’s
owner within the Registry in light of the rights and obligations contained in the Security Interest in Movable Property Act
(hereinafter: “the Law"), and the Security Interests in Movable Property (Registry) Regulations passed in accordance with the
Law and General Terms and Conditions herein.
2. By opening the User Account with the Movable Collateral Registry (hereinafter: “the Registry”), the Owner of the User Account
gains access to the Registry services, consisting of the following:
a. User Account service
b. Online registration and amendments of registration
c. Online search of Registry Database
d. Issuance of the Movable Collateral Registration Certificate by the Registry in accordance with the Security Interest
in Movable Property Act and Security Interests in Movable Property (Registry) Regulations
e. Keeping a cash balance (fee) in the Owner's Account within the Registry and anytime access to the balance
account by the Owner -
5. Accepting Terms and Conditions

After General Terms and Conditions are displayed, the application shows options "Accept"
and "Do Not Accept."

In the case that user does not accept of selection the user must click of the

option, the application returns the user to the home page of the
application. In the case of acceptance of the General Terms and Conditions, the application
displays the form to enter the data required to open an account.

ACCEPT GENERAL TERMS AND CONDITIONS
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Form for the entry of the user information

The suggested sequence for
entry of the data required for
opening an account is as
follows:
- *Entity type.
o Individual or
Business entity
- *Business ID.
o Company Name, or
o
- *National ID:
o Name
o Surname
- *Address:
- District
- Country (Saint Lucia)
- *Telephone
- *E-mail address
- *E-mail address
- *Authorized
representative: Name
- *Authorized
representative: Surname
- *Username (log in)
- *Password

Note: * Mandatory fields of
entry in the application

Note: For two types of user
accounts: for Business ID: the
company name is mandatory;
for National ID: the name and
surname are mandatory.
Validation algorithm will be
run against the national or
business ID.

10S PARTNERS, INC.
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7. Validation and confirmation of entered data

The user validates the entered data and confirms by selecting the Next

option.
8
! ' ) '
Account Info
The user will enter the required data in the form provided for the entry of the Master
Account Information.
Form for the entry of the Account’s Information
STEP 4 Master Account Info The suggested sequence for entry of the
data required for opening an account is
as follows:
Name
Name is required
_ *Name
Surname * Surname
Surname is required * Emall
*
Emall - User
Email field is not a valid email address, - * Password
- *Confirm Password
- *PIN (Alfa/Numeric)
Username
BT Note: * Mandatory fields of entry in the
Password appllcatlon
) Note: For two types of user accounts: for
Confirm New . .
il Business ID: the company name is mandatory; for
National ID: the name and surname are
g mandatory. Validation algorithm will be run
against the national or business ID.
PINis required
0. Validation and confirmation of user registration.

Registering new user

© © © ©, O,

Terms and Conditions System requirements User info Account info Confirmation

+ User and Application user registration completed

Click
NOTE: User will receive a notification on registration via email.

NOTE 2: User need to submit paper based supporting documents (as prescribed
in Act and/or Regulation) to Registry in order to have his account
approved/activated.

Users are to comply with any further terms and conditions for opening an account
as prescribed by the Act or the Regulations
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1.2. Registration
Introduction

This function allows the registered user to do the real-time registry searches of existing
registrations, which in turn allows him/her seeing pledge priority order. User is given
possibility to register the property and create registration document.

User intends to register a moveable asset but first needs to check if the property is already
pledged. It is necessary to provide user information on chosen property in real-time, with
user entering all the necessary data. User must be given information of the costs at any given
time, and cost must be evident on the user’s account. Registration document must be created
and printed out, and it will serve as a basis for legal certification of the pledge.

Procedure

Follow the steps below to do the registration:

STEP ACTION

1. 1. Process starts with the user deciding to register assets in the Collateral Registry
2. User needs to enter the application portal.

& Home

@&, Public Search ~
[& Login

W Register new user

[ Infoermaticn ~

W DOWNLOADS

STR Security

STR Legislation

Client Application Form

Decree on Securuty Transactions Law

£ £ £ PP

Fee Schedule

The user will log in into the CR home page and will select Login registered user

[# Login
option.

When Login registered user option is selected pop up window opens, where user enters
the user ID and password. User will select “Log in” to enter the registry.
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STEP ACTION
@i The Collateral
Registry
Please enter your information.
If no user or password is entered at the top corner of the page, Incorrect User or
Password message will appear.
2. On the user home page, there is an info board, which shows summary functions and
information dashboard.
The Collateral Registry System
@& eINFO/eTable (Infoboard) E. me 5 elNFO/eTable (Infoboard)
Q - v Welcome to the Collateral Registry.
. b  Regtaton Wakingfor Approva
Q w Registration: P-20230627-12
@ Account management ~ e
(S e s Registration: P-20230627-26 .
$ 1000,
3 By clicking on the option Registration, user opens the registration menu with the Balance

of funds available for user id login in this session.

elNFO/eTable (Infoboard)

&

Search v

jo)

Registration Main menu functions
Please note: Main menu functions will depend on user’s
rights. If some rights are not assigned to the user, menu

My registrations

& Amendment option will not be presented to user.

W Account management v

&= Reports v

S e Balance of funds available for user id login in this session.
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STEP ACTION
=X
p Deb ¢
EXX
zx  The list of most recent fees and payment transactions
=x
-
n Interactive Help Function
E Control Validation Follow up
m Internal Message
3. By clicking on the option Registration, user opens the registration menu.
i= Registration
4, With selection of the chosen values for each field, there is a drop-down menu in the form.

On the right side of the field, the fee is shown for each parameter of registration, as well
as the total registration fee, which is visible at the bottom of the form ("Total Fee").

2 3

SELECTION

The user chooses duration of the pledge, number of creditors, data - if specific or general
property is being pledged, and value of basic fee.

On the page “Registrations”, user sees the table with following options:
- Years - to choose how long the registration will last. Options are from 1 to 10 years.
- Number of creditors, from 1 to 5
- Number of debtors, from 1 to 5
- Serial number collateral, from 1 to 20, or 0 when there is none to register
- General collateral, Yes or No choice
Below the options above, there is a Total fee field, which automatically shows the amount
of fee for the registration of the chosen combination of property.

Also, next to every registration category, user can see fee of that individual category for
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STEP

ACTION

that specific registration, which changes depending of the chosen value.

If the user clicks the Back to main menu =~ o option, the system will take the
user to the main menu.

If the user clicks Next option, the system will first check if the PIN number is
valid. If the PIN is not valid, the system will show the message Wrong PIN.

If the PIN is valid, the system will generate a form for registration entry.

The information on registration fees will be shown to the user. Upon completion of the
process, user is ready for next Step - registration entry form.

The user enters the required information in the empty fields in sections from 1 to 7 of the
form.

Registration of Creditors
Registration of Debtors/Grantors
Register Serial Collateral
Register General Collateral
Credit Data

Additional Information

File Upload

Nogihswh e

Part 1 - Creditor - is where user enters the data about the creditor(s). In the title banner,
there is a field Personal /Business ID to enter creditor ID number.

Below the title, the form starts with two sections:
- Individual
- Company

User needs to enter data in one of these sections, depending if creditor(s) is a company or
an individual.

Below there are fields for the address and various contact options, city, country, phone,
fax & email (the last two are not mandatory fields).

Part 2 - Debtor/Grantor - is where user enters the data about the debtor(s). In the title
banner, there is the field Personal /Business ID to enter debtor ID number.
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STEP

ACTION

Below the title, the form starts with two sections:
- Individual
- Company

User needs to enter data in one of these sections, depending if debtor(s) is a company or
an individual.

Down below are fields for the address and various contact options, city, country, phone,
fax & email (the last two are not mandatory fields).

Part 3 - Register Serial Collateral. This section has one part:
- Specific property sections - the users will see the following three fields here:
o “Serial number”- to be entered as written on the specific property
o “Manufacturer”
o “Year” of production fields

Part 4 - Register General Collateral. This section has one part:

- General property - to enter description or any other relevant data referring to
the general property being pledged. Below the text box, there is “Number of
characters” field counting the used number of characters as user types. There will
be no fee charged for number of characters entered.

Part 5 - Credit Data section has one field:
- Loan Amount - to enter the amount of loan.

Part 6 - Additional information: In the additional information section, the user must
have an option to enter the following data:

- Additional information,
- Reference Number.

The first field - a unique number field - is for the company ID number, which was used to
open the user’s account. The data is automatically filled by the application and application
does not allow any changes to this number.

The second field is the free field for the entry of additional information. Use can enter any
information they deem necessary to further reinforce their claim.

The third field is the reference number field. It is a free field in which the user will enter
their control number or connected credit number or other number client use to identify
user.

Note: This is not a mandatory field and it is optional to enter the name of the responsible
person for the registration.

Part 7 - File Upload section has three fields:
The user has the option to upload one pdf document as a supporting document to
the registration. The system accepts documents only in pdf format and the
maximum size of document is 5MB.
- “File Description” Detail or name of the document will be uploaded into the
registration.
- Choose the library that document will be uploaded.
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STEP

ACTION

At the bottom of the form there are two buttons:

Back Next <

“Back” that takes user back to the home page

- “Next” takes the user to the next step

To double check the data entered into the system, it shows the user the form filled out
with user’s data.

User confirms everything is correct and registration is archived in the database.

If everything is correct, user can continue with the registration by selecting “Next” option
and registration is entered into database. User has the option to make correction to this
document by clicking “Corrections” button at the bottom of the page, or to cancel the
entire registration process by clicking the button “Exit”, on the left side at the bottom of
the page.

The user has to select the “Complete registration” option, which takes the user to the
next step.

Search results

AUTHORISED PERSON

;;;;;;; # > Authorised Person

6565 (0] Authorised person s0usS Account number 007 Reference number 12345

FILE UPLOAD

Search by Serial Number: #

1545 (0] >1 File Upload

File Description .
You can Preview your file here

T
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STEP ACTION

9. System will display a success message of successfully completion

Registration completed

Registration with number: RE20161023-2 created successfully

10. At the moment data is saved in the database, a registration document is generated (user
should print it out) and the fees are collected from the user account.

INITIAL NOTICE
sssssnssss  REGISTRATION PI02L0§11.] sesssssssss

PART.| GENERAL DATA:
Registration rumber:
Registration dare:

Regisiration dme:

.ﬁ'l.'f.l.\l’.l’ﬂl’]ﬂ'l PErm (VearE);

Regusiration expiry dare: 13.08. 2024

PART-2 CREDITOR:
1D Number: ERRES Address.
Name and Sername Adddress
Tester Tester Castnes
SAINT LUCLA
Commasity. EF FPhane: £55
Email sormealsome. ba Fax: 555
PART-3 DERTOR:
1D Number. T Address.
MName and Sorname Aglclress
Deebror Test Caslnies
SAINT LUCIA
Community: B4 Phane: 444
Email someemail i@ some ba Fax: 44

PART-4 PROPERTY DESCRIPTION:
GENERAL COLLATERAL:

KARKX

SERIAL NUMBER COLLATERAL-

SERTAL NUMBER: MANUFACTURER: FPRODUCTION YEAR:
KXXX
PART-3 ADITIONAL INFORMATION:
ADITIONAL INFORMATION: REF, NUMBER

lesl 123

errdmiiddes  END OF REGISTRATION P-20230813-]  ewesseenees
END OF DOCUMENT

System automatically generates/saves the PDF document (as user sees it). It will remain
available in the Registry. In addition to the registration data archived in the database, the
original document created at the time of registration is also being archived.
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1.3. Survey
Introduction

A Survey Module is available in the system but might not be used by the Registry at all
times. If Survey is enabled it is part of the registration process which is performed at the
end of registration as follows:

o Each time when the user enters new registration system will request to complete a
survey form

o The survey is flexible to request for different types of information such as gender,
loan amount, if the business is woman owned enterprise, movable property,
business type, etc.

e Allinformation will be stored into data base and small statistical module report will
be available.

This option provides the Registry to generate survey results for data processing or reporting
purposes. While this function is performed during the registration process it is not part of the
registration certificate and is not used for any identification of the pledge registration.

Procedure

Follow the steps below to do the survey:

STEP ACTION

1. 1. The user will need to fill in the required data below>

Demo survey
Demo

1. Type of organization

2. Is it female owned
3. Type of collateral
4, Amount of credit

Answer and complete questions at the end click
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1.4. Amendments

Introduction

This function allows the registered users to amend the registration, and every amendment to
be registered and associated with the existing registration. Amendments must be valid and
in the order of established priorities.

User wants to amend the data of existing registration, either if it is the registration that
contains wrong information or if the update of registration data is required. The possibility
to make these changes must be provided to the users. Registration amendment must be
created and printed out, and it will serve as a basis for legal certification of the pledge.

Procedure

Follow the steps below to do the amendment:

STEP ACTION

1. 2. Process starts with the user deciding to register assets in the Collateral Registry
3. User needs to enter the application portal.

& Home

@), Public Search ~
& Login

W Register new user

] information ~

W DOWNLOADS

STR Security

STR Legislation

Client Application Form

£ £ L P

Decree on Securuty Transactions Law

@, Fee Schedule

The user will log in into the CR home page and will select Login registered user

[# Login
option.

When Login registered user option is selected pop up window opens, where user enters
the user ID and password. User will select “Log in” to enter the registry.
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STEP

ACTION

The Collateral
Registry

Please enter your information.

If no user or password is entered at the top corner of the page, Incorrect User or
Password message will appear.

At initial user screen, user chooses “Amendment” option from the main menu on the left

) & Amendment
side.

The first step is to validate the ownership of the registration that should be amended. The
software application has to do it in the following way: the user has to enter the following
information on the basis of which the application will approve the options for different
amendments:

e Registration number of the previous registration entry (unique registration
number)

e Identification number of one of the debtors from required registration

e PIN security code of the logged on user

Only in the case of a positive response to all three processes described above, the

application can allow the user continuing to the next level for amendments of registration.
Amendment

O_ P 3 a 5

Select

Registration Number

Debtor/Grantor Unigue Identification
Number

PIN

This option allows the user to preview the registration that is being amended.
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STEP ACTION

® a

Find Preview

INITIAL NOTICE
et REGISTRATION PANDIRIL] sesssssssss

PART-1 GENERAL DATA:

amai seemailia soce Ao

PART-3 PROPERTY DESCRIPTION.
GENERAL COLLATERAL

SERIAL NUMBER COLLATERAL

SERLIL NUMBER MANUFACTURER

12345 XXXX

PRODUCTION YEAR.

PART-S ABITIONAL INFORMATION
ADITIONAL INFORMATION

ENDOF DOCUMENT

User enters the required data and clicks “Next”
check the registration user wants to amend.

BEF. NUMBER:
123

** ENDOF REGISTRATION P-20230R13.]  wwessssases

option to find and double

A window opens up where users can choose the
registration.

edit that will like to make to the

Amendment
© © O
Select Preview dit

7

Please select edit type.

® Extend duration of registration
Delete registration
Delete creditor from the registration
Delats dabtar from registration
Delete serial collaters
Delate general collateral from registration
Add mew creditor

Edit craditor

Eddit debtor

Authorized person

(B Expiration date: 27.04.2023.

registration:

- Continuation of notice

- Delete notice

- Change of registration

- Change of creditor

- Change of debtor/grantor

With the registration confirmed, system displays menu with possible change(s) to the

10S PARTNERS, INC.
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STEP

ACTION

- Change of specific collateral
- Change of general collateral
- Adding creditor

User needs to mark the changes he/she wants to make by selecting check mark “v” next
to the change category.

If changes are done to creditor, debtor or collateral, user must also enter the identification
number for that specific item.

On the right side, the user can see the prices of chosen change categories.

There is also a field to enter the name of the authorized person at the bottom left corner.
User go at the bottom of the page or go to the next step by pressing Next”

Extension duration of registration

Delete registration

Delete creditor in registration

Delete debtor in registration

Delete serial collateral

Delete general collateral

Add new creditor
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5. Before amendment is completed, authorized person information needs to be entered.

Please Select Edit type
@ Extension duration of registration 2
Delete registration
Delete creditor in registration
Delete debtor in registration

Delete serial collateral

Delete general collateral

Add new creditor

[l
[}

Authorised person

Once the types of changes are chosen, user needs to click on “Next” - and new
window for entering amendments is opened.

6. A window opens up displaying entered data for double checking.
Edit Registration

© © O O, :

Find Preview Edit Review

A\ You are about to change Registration duration, are you sure?

2

When confirmation is made, amendment process will be finalized and amendment will
wait for approval.

Important Note: Until amendment is approved by another user of the same account,
amendment is not active and it will not be shown in registration certificate. Only after
amendment is approved, changes will be recorded in registration certificate and
amendment will become effective.

7. To verify all the changes that user entered, including that they are part of changed

registration, after double checking, user will press
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8. System has created the new registration form that includes the amendments that user
entered and this form is available on user’s (company or individual) account to be
authorized by the appropriate supervisor.

Edit Registration

© © O O ©

Find Preview Edit Review Complete

Amendment completed
Amendment number: A-20161023-1

User will be shown the following message “Amendment Completed.”

0. Upon completion of amendment, the application shows the notification that the
amendment of registration must be approved by an authorized person, as well as the
possibility to find more details about it on the “Bulletin board” of the home page of the
Registry web application.

A Home » elNFO/eTable (Infoboard)
« Welcome to the Movable Collateral Registry.
e > Balance # Amendments Waiting for Approval
3101885170010 3511.00
Amendment: A-20220409-1 el
[@ Recent Ti
8. Only authorized users will be able to see, review and accept or reject amendment. The

user which performed initial amendment cannot approve same amendment and will not
be able to see that this specific amendment approval is pending.

By clicking on “Amendment Preview” authorized user will be able to review amendment.
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INITIAL NOTICE
........... REGISTRATION P2023RI3.1  +ssssssssns
PART.| GENERAL DATA
Regiseratian mumber: 202308131
Registratian date 13.08.2023
Registravian ume: 19:13:58
Registration term (veors): i
Regpstratian expiry date 13.08.2024
PART-2 CREDITOR:
1D Niamber: RASRE Address.
Name and Semame Address
Tester Tester Casiries
SAINT LUCIA
Commanity 4 Phane: 555
Email someisome ba Far 55
PART-3 DEBTOR
1D Nimber: r Adddress
Name and Surname Address
Debtor Test Castries
SAINT LUCIA
Commanity: w4 Phane: 444
Email someemail i some b Fav 4
PART-4 PROPERTY DESCRIPTION
GENERAL COLLATERAL:
ARRXR
SERIAL NUMBER COLLATERAL:
MANUFACTURER PRODUCTION YEAR:
B B
PART-S ADITIONAL INFORMATION:
ADITIONAL INFORMATIGN: REF. NUMBER:

wesssessess  ENDOF REGISTRATION P20230RI3.1  wesewsneses
END OF DOCUMENT

9. Upon reviewing amendment user can

1. Leave amendment pending by closing review window
2. Confirm amendment

3. Reject amendment

In order to Confirm or Reject amendment user need first to enter his/her PIN

If wrong PIN is entered preview window will close and user will receive error notification

“ Wrong PIN! Flease try again.
D/eTable (Infoboard

i1the Movable Collateral Registry.

9 . Confirm amendment

By clicking on button, amendment will be confirmed, user account will be
charged for amendment, PDF certificate updated and amendment will become active.

System will close review window and display message to the user that amendment is
successfully approved.

v Amaendment successiully approved.

User which initially performed the amendment will receive system message that
amendment is accepted with name of user that accepted amendment.
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Welcome,
-

5353

1 New messages

Amendment A-20220409-1, Extension duration of registration approved by sasa

10.

By clicking on button amendment will be rejected/discarded. There will
be no charge to user account and there will be no change in original PDF certificate.

System will close review window and display message to the user that amendment is
successfully rejected.

:: Arnendment successfully declined/rejected.

User which initially performed amendment will receive system message that amendment
is rejected with name of user that rejected amendment.

.2 1 New messages

Amendment A-20191009-1 , Extension duration of registration declined by piva
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1.4.1 Special Amendments - Add debtor - Add Collateral
Introduction

You cannot add Debtor or collateral to already existing registration by using Amendment
function of the system.
In order to add Debtor or Collateral to already existing registration user need to perform a

“special” amendment process.

Special Amendment process is in effect a regular registration but data entered in registration
need to be according to amendment you plan to do.

» In case user want to add Debtor he will only enter original creditor information and
new debtor information (It is not necessary to register debtors from previous
registration). For collateral same collaterals as in original registration need to be
entered.

» In case user want to add Collateral he will enter identical information on Creditor
and Debtor as in original registration and information on new collateral - It is not
necessary to register (enter) collateral from previous (original) registration

» In case user want to add Debtor and add Collateral he will enter original Creditor
information, new debtor information and information on new collateral. It is not
necessary to enter data on previous debtors or previous collateral.

» Finally user need to “link” new amendment registration with original
registration. This is done in Additional information section of registration. First user

need to clearly state that this is an amendment to original registration. User can write
any other information as it see fit as long as it is clear that this registration is
amendment to already existing registration. Under reference number user need to
enter exact registration number of the registration that he is amending (for example
R-20230905-16)

Procedure

Follow the steps below to do the amendment:

STEP ACTION
1. 1. Process starts with the user deciding to amend already existing registration but it is
not possible to perform amendments than new registration is required (special
amendment)
2. User needs to enter the application portal.
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STEP ACTION
& Home
@&, Public Search ~
& Login
W Register new user
L Information ~
K DOWNLOADS
G, STR Security
Qe STR Legislation
Qe Client Application Form
% Decree on Securuty Transactions Law
S, Fee Schedule
The user will log in into the CR home page and will select Login registered user
[# Login
option.
When Login registered user option is selected pop up window opens, where user enters
the user ID and password. User will select “Log in” to enter the registry.
¢ The Collateral
Registry
Please enter your information.
If no user or password is entered at the top corner of the page, Incorrect User or
Password message will appear.
2. On the user home page, there is an info board, which shows summary functions and

information dashboard.
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STEP ACTION
The Collateral Registry System
& o 4 Home » elNFO/eTable (nfoboard)
Q - « Welcome to the Collateral Registry.
. - 4 Regtraton Wolingfor pprova
a Registration: P-20230627-12 -
e .
.
[ Master account management  + Registration: P-20230627-26 .
@ R
$1000.00 2872022 8:0302 AM
#2023 $1000 023 11:33:24 AM =
3 By clicking on the option Registration, user opens the registration menu with the Balance

of funds available for user id login in this session.

elNFO/eTable (Infoboard)

o B

Registration

My registrations

# Amendment

€85 Account management v
&= Reports v
Account: Balance

007 590.00 $

»Amount  »Date

AREEAREENA

Search v

Main menu functions

Please note: Main menu functions will depend on user’s
rights. If some rights are not assigned to the user, menu
option will not be presented to user.

Balance of funds available for user id login in this session.

The list of most recent fees and payment transactions

Interactive Help Function

Control Validation Follow up

Internal Message
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STEP

ACTION

3.

By clicking on the option Registration, user opens the registration menu.
iI= Registration

With selection of the chosen values for each field, there is a drop-down menu in the form.
On the right side of the field, the fee is shown for each parameter of registration, as well
as the total registration fee, which is visible at the bottom of the form ("Total Fee").

O— z :

SELECTION

PIN . Total

The user chooses duration of the pledge, number of creditors, data - if specific or general
property is being pledged, and value of basic fee.

On the page “Registrations”, user sees the table with following options:
- Years - to choose how long the registration will last. Options are from 1 to 10 years.

For special amendment registration user should match original registration
expiry date. For example if original registration was valid for 10 years but
amendment registration is done 2 years later terms of the registration should be
8 years.
- Number of creditors, from 1 to 5
- Number of debtors, from 1 to 5
- Serial number collateral, from 1 to 20, or 0 when there is none to register
- General collateral, Yes or No choice
Below the options above, there is a Total fee field, which automatically shows the amount
of fee for the registration of the chosen combination of property.

Also, next to every registration category, user can see fee of that individual category for
that specific registration, which changes depending of the chosen value.

If the user clicks the Back to main menu = : option, the system will take the
user to the main menu.

If the user clicks Next option, the system will first check if the PIN number is
valid. If the PIN is not valid, the system will show the message Wrong PIN.

If the PIN is valid, the system will generate a form for registration entry.

The information on registration fees will be shown to the user. Upon completion of the
process, user is ready for next Step - registration entry form.

The user enters the required information in the empty fields in sections from 1 to 7 of the
form.

8. Registration of Creditors
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STEP

ACTION

9. Registration of Debtors/Grantors
10. Register Serial Collateral

11. Register General Collateral

12. Credit Data

13. Additional Information

14. File Upload

Part 1 - Creditor - is where user enters the data about the creditor(s). In the title banner,
there is a field Personal /Business ID to enter creditor ID number.

Below the title, the form starts with two sections:
- Individual
- Company

For special amendment registration User needs to enter exact data of creditor as in
original registration.

Part 2 - Debtor/Grantor - is where user enters the data about the debtor(s). In the title
banner, there is the field Personal/Business ID to enter debtor ID number.

For special amendment registration and depending on type of amendments user need to
enter
v' In case no new debtor is added - exact data on debtors as in original registration

v In case a new debtor is added - information on new debtor. No need to enter
information on other debtors from original registration.

Part 3 - Register Serial Collateral. This section has one part:
- Specific property sections - the users will see the following three fields here:
o “Serial number”- to be entered as written on the specific property
o “Manufacturer”
o “Year” of production fields

For special amendment registration and depending on type of amendments user need to
enter:
v" In case no new collateral is added - original serial information as it is in original
registration
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STEP

ACTION

v" In case new collateral is added - information on new serial collateral. No need to
enter information on serial collaterals from original registration.

Part 4 - Register General Collateral. This section has one part:

- General property - to enter description or any other relevant data referring to
the general property being pledged. Below the text box, there is “Number of
characters” field counting the used number of characters as user types. There will
be no fee charged for number of characters entered.

Part 5 - Credit Data section has one field:
- Loan Amount - to enter the amount of loan.

Part 6 - Additional information: When doing special amendment registration, the user
need to enter the following data:

- Additional information. In case of special registration amendment user need

to clearly state that this is an amendment to original registration.
- Reference Number. In case of special registration amendment user need to

enter exact registration number of the registration that he is amending
The first field - Account number field - is for the TIN number, which was used to open the

user’s account. The data is automatically filled by the application and application does not
allow any changes to this number.

Aditional information

> Aditional information

Nt to existing registration no: R-20230905-16. New Account number 3101885170010

3l collateral added

Aditional information This is an ame:
dehtar and ne

Reference number R-2 5-16

Part 7 - File Upload section has three fields:
The user has the option to upload one pdf document as a supporting document to
the registration. The system accepts documents only in pdf format and the
maximum size of document is 5SMB.
- “File Description” Detail or name of the document will be uploaded into the
registration.
- Choose the library that document will be uploaded.
At the bottom of the form there are two buttons:

“Back” that takes user back to the home page

- “Next” takes the user to the next step

10S PARTNERS, INC. PAGE | 34




USER AND OPERATIONS MANUAL AUGUST 2023

STEP

ACTION

6.

To double check the data entered into the system, it shows the user the form filled out
with user’s data.

Crvdtar .

User confirms everything is correct and registration is archived in the database.

If everything is correct, user can continue with the registration by selecting “Next” option
and registration is entered into database. User has the option to make correction to this
document by clicking “Corrections” button at the bottom of the page, or to cancel the

entire registration process by clicking the button “Exit”, on the left side at the bottom of
the page.

The user has to select the “Complete registration” option, which takes the user to the
next step.

Search results

AUTHORISED PERSON
Search by National ID or

Business ID: # > Authorised Person

6565 (0] Authorised person souss Account number 007 Reference number 12345

FILE UPLOAD

Search by Serial Number: #

=D (o] >1  File Upload

File Description .
You can Preview your file here

.

System will display a success message of successfully completion

Registration completed

Registration with number: RE20161023-2 created successfully

10.

At the moment data is saved in the database, a registration document is generated (user

should print it out) and the fees are collected from the user account.
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STEP

ACTION

[NITIAL MOTHCE
FERRIERIREY  REGISTRATION P20IIN9E0-1  sresresress
PART-1 GEMERAL DATA:

Aeglnvanon Aiaber. P20 -2
feginmion g 16,0 W12 %
RN Wi 19:42:07
Repirirannn ferm (el ]
Hegireanion expiny dave 10,09 2024
PART-2 CREDITOR:
10 Normber: FIONHIS 70000 Aifiiress
Civrpmy i Meka ulica
Saza Cemie Castoes
SAIMT LUCLA
Comemmiy; T Phnwe =57 2 AS4 n
Eaisi! saasan ot ezl com Fe: cistjadn il cam
PART-3 DEETOR
RO Wb 123321 Aifetress:
Crvmprmy numye fesl
[[L1) Caslner
SAINT LUCLA
Comupniy; Fhove
Ernd Fax.

PARTA PROPERTY DESCRIPTIONG
SERIAL KUMHBER COLLATERAL:
SERIAL NUMBER: MANUFACTURER: PRODUCTION FEAR:

PART-5 ADITIONAL INFORMATION:
ATHTTIONAL INFERLL TION: REF. NUMBER:

tan P B-2U230005- 16, Wew debtar and mew serial F-202305M15-16
callateral addad

FrbmsEEaeet ENDOF REGISTRATION P-2230519.3  #edeessaris
EMD OF DOCUMENT

System automatically generates/saves the PDF document (as user sees it). It will remain
available in the Registry. In addition to the registration data archived in the database, the
original document created at the time of registration is also being archived.
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1.5. Search
Introduction

This function allows the registered users to conduct real-time searches of existing
registrations for the chosen assets, and also to find the information on the current order of
priorities that those registrations hold.

User is looking for the information on the client or specific property. In order to see this data,
user will have to conduct a search in the Collateral Registry database. User must be provided
real-time information on existing pledges. Cost must be evident at all times, and charges have
to be displayed on user accounts. For each search, there must be a document created and
archived.

Procedure

Follow the steps below to do the search:

STEP ACTION

1. 1. Process starts with the user deciding to register assets in the Collateral Registry
2. User needs to enter the application portal.

& Home

@), Public Search ~
& Login

W Register new user

] information ~

W DOWNLOADS

STR Security

STR Legislation

Client Application Form

£ £ L &P

Decree on Securuty Transactions Law

G Fee Schedule

The user will log in into the CR home page and will select Login registered user

[# Login
option.

When Login registered user option is selected pop up window opens, where user enters
the user ID and password. User will select “Log in” to enter the registry.
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STEP

ACTION

The Collateral
Registry

Please enter your information.

If no user or password is entered at the top corner of the page, Incorrect User or
Password message will appear.

Search
Once the user has entered the application and opened click at the the

search screen, there are four search options available:
e Search by national or business ID
e Search by serial number
e Search by Registration ID or Search ID

Search by National ID or Business D
» Search by Serial Number

Search by Registration |D or Search ID

All options allow user to check the existing priority registrations against the property.

On the main menu, the user will click on the criteria user wishes to search, choosing from:
= Search by national ID or business ID
= Search by serial number
= Search by registration ID or search ID

The user will click on the search option he/she wants to use. A window will open requiring
user to enter the search parameter.

Search based on the national ID number or tax/business ID number - is used to find
the registration based on national ID number or tax/business ID number.

The user will click on the search option he/she wants to use. A window will open requiring
user to enter the search parameter.
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STEP

ACTION

Search by National ID or Business ID

Please enter Debtor ID in the field

> Debtor ID:

The user will enter the data and press “Search”

Search result report will appear based on the required search result criteria and will list
all the existing registrations for the specific business or national ID number.

FEEFEFEFEEES SEARCH S_g[}]él(]zB_][} FH¥EEEEEEFEES
Search date: 23.10.2016

Search time: 15:57:10

Number of registrations for Debtor ID 9595 is 1
R-20161023-2

END OF SEARCH
END OF DOCUMENT

On the menu on the left side are listed all registrations found for the specific business or
national ID number listed per the specific registration number for e.g. A-20130623-450.
The user can open any registration from the tree menu from the search result list.

Search results: o

R-20161023-2

After the user selects the registration from the menu on the left side he/she wants to see
that specific registration certificate will be opened.
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STEP ACTION
INITIAL ROTICE
sdsssssasss  REGISTRATION P20230813-] ssssssssdes
PART-1 GENERAL DATA:
Regastration rumber; P-20230813-1
Regustration dare: 1308 2023
Registration time: 19:13:58
Registration ferm (s
Registration expiry dare: 13.08.2024
PART-2 CREDITOR:
1 Number, HHERE Address
Name gad Surname Auldress
lesiber Tester Caslries
SAINT LUCLA
Commamity: 44 Phang: £45
Emarl ol somie.ba Fax: 555
PART-3 DEBTOR:
1I¥ Numiber: Address.
Kame and Sorname Aubdress
Debror Test Caslries
SAINT LUCIA
Commamity: [FEE] Phane: FEE]
Emarl sormeemil i some. ba Fax: EEE]
PART-4 PROPERTY DESCRIPTION:
GENERAL COLLATERAL:
KXXKXR
SERIAL NUMBER COLLATERAL:
SERLAL NUMBER: MANUFACTURER PRODLUCTION FEAR:
12345 XXXX 2025
PART-3 ADITIONAL INFORMATION:
ADITIONAL INFORLATION: REF. NUMBER
lesl 12
wewdmeenids  END OF REGISTRATION P-20330813-1 2 eewdseeneis
EMD OF DOCUMENT
8. Search based on the serial number of assets - is used to find any active registration that
has this specific movable asset as collateral.
Search by Serial Number
Please enter serial number in the field
> Serial number:
The user will click on the search option he/she wants to use. A window will open up
requiring user to enter the search parameter.
The user will enter the data and press “Search” .
9. Search based on the registration or previous search- is used to find the original
Certificate of Registration or previous / historical Search result.
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STEP ACTION
Search by Registration ID or Search ID
> Registration Number: R v — .
The user will click on the search option that wants to be used. A window will open
requiring user to enter the search parameter.
The user will enter the data and press “Search” .
10

Order Certificate

A pop up window opens and search results can be seen on the main window. The user can
select the certificates to be delivered.

If user would like to order certificate he/she would need to click on

e Mail
DHL

Mail v

Order Certificate 2

User will receive a notification e-mail.
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1.6. My Registrations

Introduction

This function allows to display a chronological list of all registrations and amendments
executed by the user of the account.

STEP ACTION
1 1. My registration this provide chronological display of all registrations and
amendments made by the user of the account. Click in Main Menu

i= My registrations

2. The system will display the following information. At the bottom right side the system

Previous [l

has navigational control of pages for the display.

7 Registration with smendments - Flag for pending Amendment

My registrations
Display Search:

Registration Number “  Registration date % Registration time & Registration user & Verification user ¢ Date created & Adion 3 File

1.07.2023

For registrations information presented are:

Registration number,

Registration date,

Registration time

User name of user that performed registration,

Option to open and review additional uploaded files
Option to open, review and change information on holder
Ability to open original registration.

AV NN N N NN

* Action =3

By clicking on . button user can open original PDF registration certificate.

By clicking on H button in “File” option user can open uploaded information on
registration or review supporting documents uploaded with registration.

3. By selecting Amendments option the system will display the following information:
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Amendment
number

A-20220408-2

A-20220409-1

A-20191009-1

A-201811071

A-20180507-1

A-201804711-1

NN NN

Amendments

Display 10~

records
For registrationA
R-20220408-7
R-20220409-1

R-20191009-2

R-201811071
R-20180507-3

R-20180411-3

Showing 1to & of & entries

Date of amendment

09.04.2022
09.04,2022

09.10.2019

07.11.2018
07.05.2018

11.04.2018

Time of amendment

2:44 PM
554 AM

7:00 AM

947 PM
09:407

347 AM

Search will filter results as user is typing.

Amendment type

Extension duration of
registration

Extension duration of
registration

Extension duration of
regn;[mlion

Edit debtor
Delete general collateral

Add new creditor

For Amendments information presented are:
Amendment number
Registration number
Who performed amendment
Who approved amendment,
Status of amendment!
Date and time

Short description of amendment - type of amendment.

Amendment performed by

elir

elvir

Sasa

Murat

Sasa

Sasa

Status ¥

Approved

Approved

Decline

Approved
Appraved

Approved

Search:

Approved by / Disappraved
by

piva

piva

prevous. [l e

Every user of account can always review the data in “My registration”. Search option is
built so users can quickly search for specific registration, specific user, specific date, time
or any other information presented in “My registration”.

There is no option to list or review/view registrations and amendments that does not
belong to user account. Users can only see registrations under their main account.

! Amendments can have 1 of the following 3 statuses: Pending, Approved and Rejected.
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1.7. Account Management

Introduction

This function allows the users manage certain aspects of their account.

282 Account management ~

Change Pl

Change user account info

In the upper right corner user can click on arrow to display options to manage his/her
account.

IEACOET

£ User settings

& Profile

& Logour

Procedure

Follow the steps by function:

STEP ACTION
1. 1. Change PIN function enables the user to change his/her PIN. To change his/her PIN
the user will need to enter current PIN, enter new PIN and confirm new PIN,
User Profile | Change PIN
& Click on the image below, or on profile figlds to edit them.
Current PIN
Mew PIN
ICETE e
PIN
© Add new sub-user
2. To confirm the change of the PIN the user will need to select “Change PIN” option.
End of process
2 1. User Profile. the system allows to change some info from the user’s profile:
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STEP ACTION
Application User Info
@ Pedro Souss
Master account info
2. This option allows image to be tied to the profile and edit elements of information
from the profile.
3. Once all info is entered the process ends.
STEP ACTION
3 1. Change Application User Settings - function enables the user to change Application

User Settings.
Application User Sattings
ate:  \Z

Language

5TR Motification

E-mail Notification

Paying default type

2. Settings that can be changed are the following:
a. OTP = One-time Passwords (OTP) is an extra secure than a static
password, especially a user-created password, which is typically weak.
OTPs may replace authentication login information or with the another
layer of security.
b. Language = Allows the change of language that is used in the account
profile from Arabic to English.
c. CRNotification = These are internal notifications and messages exchanged
internally between the system administrator and end user.
d. Email Notification = Allows to receive email from the CR to the external
email system of the client profile.
3. Once all info is entered the process ends.
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