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Accessing the Peloton Portal
First Time Users
When logging in for the first time:

1. Access the portal: https://portal.peloton-technologies.com/

2. Enter your e-mail and temporary password

3. Check your e-mail for a notification from Peloton and click on the link in the message
to confirm your e-mail

4. Log in again and set a new password

Finding What You Need in the Peloton Portal

Logging in brings you to the home page. From there, you are able to navigate to any page you
require. Simply click the icons to open menus for pages or features you want:

Client Menu

o Company Details

e Users

¢ Notifications

e Change Client (available for users who have
access to multiple clients)

Select Account

(available for clients with multiple accounts)



https://portal.peloton-technologies.com/

Home (if no account is selected)

e Client Dashboard

Home (with account selected)

e Client Dashboard
e Account Dashboard

Manage

e Cards
e Bank Accounts
e Schedules

Activity (an account must be selected)

o All Activity
e Accounts Transfers
e Funds Transfers
e Card Transfers
e Pending Account Transfers
o Pending In
0 Pending Out
e Pending Funds Transfers
0 Pending In
0 Pending Out




Actions (an account must be selected)

Add new Account Transfer
Add new Funds Transfer
Add new Card Transfer
Import File

Reports (an account must be selected)

e Monthly Activity
¢ Monthly Statements

Profile

¢ Manage Profile
e Change Password
e Log Out

Gear icon

e Peloton Website
e About Peloton Portal

e Feedback
e Support
e Policies

e Language option




The Client Dashboard

The Client Dashboard provides an overview of all the accounts available and provides quick
access to common tasks at the client level such as Manage Users, Cards and Bank accounts. It
also allows the user to access each individual account. You can click on “Select Account” or
click on the links next to the account balances to transfer funds, process card transactions,
view the account activity details, and download account reports.

Managing Users

To access the user management tool, click on the
client icon and select “Users”. The Users tool
allows you to:

o Create logins for new users

e Edit user details and change users’ roles
and privileges

¢ Change the limits for users

e Disable any user no longer needed



Creating Login Credentials for a New User
From the Users page:

1. Click on “Add” in the Users sub-menu.

2. Complete the user details, set
the language preference and
assign a temporary password.

3. Set the user’s Notification
Subscriptions to receive e-mails
about activity on the account.

4. Set Roles & Privileges section
based on the role of the user.
Please note that roles are
groupings of privileges. The
Administrator has access to all
features and settings of the
Peloton Portal. The Standard
role gives the user access to all
the features and limited access
to settings such as editing users.
The Limited role only allows the
user to view the information
available in the portal.

5. Click “Add” to create the new user. They will be able to access the portal using their
e-mail and the temporary password created. The new user will be required to change
their password during their first access.



Removing Users

From the Users page:

1. Select the user you wish to remove.

2. Click on the X at the right-hand side of the screen.

3. Review the user details, check
the confirm box and click on
“Remove”.

4. The User page will refresh, and
that user will no longer be listed
in the User list.

Editing Users
From the Users page:

1. Select the user you would like to edit.

2. Click on the edit icon next to the user’s email.

[]

3. In the edit screen, you will be able to change the user details, change their

subscriptions and current roles and application privileges. If you would like
to add a phone number and an alternate e-mail, click on “Additional

Information” to expand the fields.



4. You can also edit the user’s daily spending limit. For security reasons, $30,000 is
the highest limit that can be set to a user. If you require a higher limit, please
contact Peloton Support team at support@peloton-technologies.com.

5. The user’s e-mail is the only information that cannot be changed. If you need to
change this information, you will need to remove this user and add a new one.

6. Click on “Save” to keep all the modifications.

Changing Your Password and setting Two-Factor Authentication

The user profile page will show all the details associated to the user and it will allow you to

change your password and set two-factor authentications to enhance the security of your
account.

1. To change your
password, select
the profile icon on
the right side of
the screen and
click on “Manage
My Profile™.

2. In the Manage Login section, click on “Password” to view the “Change Password” link

and click on the link to set a new password in the Manage Login section, click on
“Password” to view the “Change Password” link and click on the link to set a new
password.

3. To set two-factor authentication, click on the “Off” button to change it to “On”. Wait

for the page to refresh to make sure the change was applied to the account.
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Managing Bank Accounts

When you begin using the Peloton Portal, add the bank accounts your organization will use to
fund the Peloton account or to send funds received in your Peloton account.

This tool also allows you to add the bank accounts of your suppliers, contractors, employees,
etc., that will send you funds or receive payments from your Peloton Account.

Adding a New Bank Account
To add a new bank account:

1. Click on “Bank Accounts” in the Manage menu.

2. Click “Add”.

3. Complete the information in the Country and Currency section.



4. Fill in the Banking Details section.

5. Update the Additional
Information. In Friendly Name,
you can add any information that
helps you easily identify the bank
account within the Client Portal.
For example:

e “Operating Account”
e “PAD - John Smith”
o “Payroll - Jane Jones”

6. If you need to add Reference to the bank account, click on “References” to expand
the fields.

7. For security reasons, default
limits are set. If you need a
higher limit for a specific bank
account, please contact Peloton
Support.

8. Click on “Save & Return” to add
the bank account.

9. Click on “Save & Add Documents” if you would like to keep a copy of a VOID cheque
or EFT payment form on file.

Viewing Your Bank Account List

To view all the bank accounts saved on your Peloton Account, select “Bank Accounts” in the
Manage menu.

Directly below the Bank Accounts submenu bar you will see a list of all bank accounts and key
information for each of them.

10



For more details, click the bank account’s row and select the drop-down button to review the

Details, References and Documents.

The Documents tab will allow you to save documents associated to the bank account, such as

a void cheque or signed PAD agreement or to download any previously saved file.

Removing a Bank Account
From the Bank Account page:

1. Select the bank account that will be deleted.

2. Click on the X button on the right side of the screen.

3. Check the confirm box
and click on “Remove” to
delete the bank account.

It is not possible to remove a bank
account that’s being used by an active
schedule. You will need to cancel the
schedule before removing the card
from the system.
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Editing a Bank Account

From the Bank Account page:

1.

2.

Select the bank account that you need to edit.

Click on the edit icon located between the Account Number and the Bank Account
Owner.
e A green icon means that all

the bank account

information can be edited.

An orange icon means that

a transaction was

previously processed using

the bank account so editing

will be limited

If the bank has been used in a

transaction before, it will not

be possible to edit the Institution, the Branch Transit, or the account numbers. If you
need to modify these details, you will need to remove the current bank account and
add a new one.

For security reasons, the bank account’s limit cannot be modified by the users. If you
require a higher limit, please contact Peloton support team at support@peloton-
technologies.com.

Click on “Save” to keep all the modifications.

Funds Transfers

Moving Funds from Your Peloton Account to a Bank Account

Sending funds from your Peloton Account can be used to move money into your business’ bank
account or to perform other business functions such as crediting a supplier’s bank account or
payroll.

To send funds out of your Peloton Account and into a selected bank account:

1. Go to Actions and click

on “Funds Transfer”.
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Moving Funds from a Bank Account to your Peloton Account

In the Send/Receive
box, choose “Send
Funds”.

Enter the amount of
the transfer.

Select the bank
account for the funds
to be transferred to.

Type a reference if
applicable.

Click “Add”.

Receiving funds into your Peloton Account can be used to perform pre-authorized debits from

your clients’ bank accounts or to fund your Peloton Account for other purposes such as
payroll, prepaying transaction fees, or in preparation for moving the funds to another bank

account.

To receive funds from a bank account and into your Peloton Account:

1.

Go to Actions and click
on “Funds Transfer”.

Go to the Send/Receive
box and choose
“Receive Funds™.

Enter the amount of the
transfer.

Select the bank account
that will be debited to
provide the funds being
deposited to your
Peloton Account.

Type a reference if
applicable.

Click “Add”.
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Cancelling a Funds Transfer

If a funds transfer is made by mistake, you can cancel it easily and without cost before it is
processed by Peloton.

1. Go to Activity, select “Pending
Account Transfer” and click on
“Pending In” or “Pending Out”
depending on the type of funds
transfer that needs to be
cancelled.

2. Choose the transfer that you would like to cancel and click on the X at the right-hand

side of the screen.

3. Review the details of the
funds transfer, check the
confirm box and click on
the “Cancel” button to
cancel the transaction.
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Activity

The account activity section provides the details of all the transactions processed on the
account. You have multiple views available.

o “All Activity”
will provide a
list of everything
processed on the
account,
including taxes
and fees.

e The “Account
Transfer”,
“Funds Transfers” and “Card Transfers” options will give a list of transactions based on
the type of transaction selected.

e “Pending Funds Transfers” and “Pending Account Transfers” will show you the list of all
transactions that were created but were not processed by Peloton (funds transfers) or
accepted by you or by the receiving party (account transfers).

Download a Funds Transfer or a Card Transfer receipt

The portal offers the ability to download receipts for individual transactions (card transfers
and funds transfers). To download a receipt:

1. Click on “Activity” and select the type of the transaction of the required receipt
(funds transfers or card transfers).

2. In the Activity page,
select the transaction
and open its details by
clicking on the drop-
down button on the
left-hand side of the
screen.

3. Click on “Receipt” to
open the tab.

4. Click on the “Download” button to get the PDF receipt.

If you check the Include Fees & Taxes Summary box, those will be listed in the receipt file.
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Activity Reports and Account Statements

The Peloton Portal allows you to better manage your data by providing activity reports and
account statements.

To download the Monthly Activity Reports and the Account Statements:

1. Select “Reports” and click
on “Monthly Activity” or
“Monthly Statements”.

2. Select the year and the
month.

3. Click on the desired
“Activity” or “Statement”
button to download the
report.

Creating and downloading a custom report

The Activity tools allow you to create custom reports, such as a report containing only the
card transactions processed on the account, or a report containing the funds transfers
processed to and from a specific bank account.

To create these reports:

1. Select Activity and click on the type of activity pertinent to the report you would like
to create. The next steps will show you how to create a custom funds transfers report,
but the same procedure can be applied to all types of transactions.

2. In the Funds Transfers page,
filter the information by
clicking on the filter icon next
to headers or use the search
tool (when available) to
narrow down the transactions
needed in the report.

3. After the information is selected, click on the download icon to get the report.

The report will contain only the items listed in the screen. If you need a report with all items, increase the items
per page on the bottom of the grid to display all entries in one page.
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Credit Cards

The Peloton Portal allows you to save and keep yours or your customers’ credit card
information. All credit card information is securely stored by Peloton Technologies Inc.
according to the PCI SSC Data Security Standards.

You will be able to see and manage all the credit cards saved on your account by accessing
the Credit Card page. To access this information, select “Manage” and click on “Cards”.

Adding a Credit Card
From the Credit Card page:

1. Click on “Add” in the credit card sub-menu bar.

2. Fill out the form with the credit card details and its billing information.
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3. Update the Additional Information fields. In Friendly Name, you can add any
information that helps you easily identify the credit card within the Peloton Portal.
You can also add an order number or references by clicking on the titles to expand the
fields.

4. Click on “Add Card” to save the information entered, or...

5. Click on “Verify & Add Card” to send the card information to the acquirer bank to
confirm the card details are valid. To verify the card, the system may process a pre-
authorization of $0.50. This amount will not show up in the card statement and it will
expire after some time. No action is required after the verification is completed.

Editing a Credit Card
From the Credit Card page:

1. Select the card that you need to
edit.

2. Click on the edit icon located
between the card holder name and
the card Friendly Name. D

3. In the edit page, you
will be able to
modify most details
of the card,
including expiry
date and Friendly
Name.

It is not possible to edit the
Card Type or the card
number. If the current card
number is no longer valid,
you will need to remove the
card and add a new one.
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4.

Click on “Save” to keep all the modifications.

Removing a card

From the Credit Card page:

1.

Select the card that will be deleted.

Click on the X button on the left side of
the screen.

In the remove page, review the card
information, check the confirm box
and click on “Remove” to delete the
credit card.

It is not possible to remove a card that’s being used by
an active schedule. You will need to cancel the
schedule before removing the card from the system.

Processing a Transaction on a Saved Card

From the Credit Card page:

1.

Locate the card
that will be charged.

Click on the drop-
down button on the
left-hand side of
the screen.

Click on “Charge”
to open the tab.

Select an Account

Change the order
number if needed.

Add the amount of the transaction.

Add references if required.
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7. Check the confirm box.
8. Click Purchase to complete the transaction, or...

9. Click on “Pre-authorize” to process a pre-authorization on the card.

If the transaction is approved a confirmation message is displayed and the balance of the account is updated. If
it is declined an error message will be displayed containing the reason why the transaction was not approved.

Processing a Transaction Using a Card not on File

The system allows you to process card transactions using cards that are not saved in the
system. This option is indicated for one-time payments or for customers that do not wish to
have their credit card information saved in our system. To process a card transaction:

1. Select Action and click on “Card Transfer”.

2. Fill out the card and the billing details.

3. Add an order number.

4. Add the card transaction amount.

5. Add references if needed by clicking in “Reference” to expand the fields.

6. Check the “Save Card” box if you want to keep the card details on file.

7. Check the confirm box and click “Purchase” to complete the transaction, or...

8. Click on “Pre-authorize” to process a pre-authorization on the card.

Returning a Card Transaction
It is possible to process a full return of the transaction or a partial return. To do this:

1. Select Activity and click on “Card Transfer”.

2. Locate the card transaction that you would like to return.
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3. Click on the drop-down button on the left-hand side of the screen to open the
transaction options.

4. Click on “Actions” to open the tab.
5. Click on “Return”.

6. Review the
information.

7. Edit the order
number if needed.

8. Check the confirm
box.

9. Click on “Return” to process a full return.

10. If you would like to process a partial return, change the amount of the “Amount” field

before clicking on “Return”.

Completing or Cancelling a Pre-Authorization

1. Select Activity and click on *“Card Transfer”.
2. Locate the pre-authorization that you would like to complete or cancel.

3. Click on the drop-down button on the left-hand side of the screen to open the
transaction options.

4. Click on “Actions” to open the tab.
5. Click on “Complete”.
6. Check the confirm box.

7. Click on “Complete” to process the full amount of the pre-authorization.
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8. If you want to complete just a part of the total amount pre-authorized, change the
amount of the “Amount” field before clicking on “Complete”.

9. To cancel the pre-authorization, click on “Cancel” in the Action tab.

10. Review the information, check the confirm box and click on “Cancel”.

Account Transfers

A client has the option to have multiple accounts in the same currency or in multiple
currencies. The Account Transfer tools allows funds to be transferred between Peloton
accounts of the same currency.

If you would like to transfer to or from an account of a different currency, contact our
support for competitive currency exchange rates.

Creating an Account Transfer

Transfers between two accounts of the same client are automatically processed and
accepted. To create a new account transfer:

1. Select Actions and click on “Account Transfer” in the Actions menu.
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Select between your accounts.

Select the originating account in “From”
and the receiving account in “To”.

Add the amount.

Add up to five references related to this
transaction.

Click on “Add” to create the account
transfer.

It is not possible to cancel this type of transfer. If needed
you can create a new transfer in the opposite direction.

Creating an Account Transfer to another Peloton Client

1.

Select Actions and click on “Account Transfer” in the Actions menu.

Select “To another client”.

Select the originating account
in “From”.

Type the account token in the
to field. The beneficiary of
the transfer can find and
provide this information by
clicking on the client icon and
then clicking on “Company
Details. The account tokens
will be listed in the REST &
SOAP API Settings section of
the Company Details page.

Add the amount.
Add up to five references.

Click on “Add” to create the
account transfer.
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This type of account transfer is not automatically processed in the Peloton Account that will

receive the funds. An authorized user needs to review and accept the transaction. To accept

an Account Transfer:

1. Select Activity, go
to “Pending Account
Transfer” and click
on “Pending In”.
2. Review the account transfer details.

3. Click on the “Accept” link on the right side of the screen to accept the funds.

Cancelling an Account Transfer to another Peloton Client

An account transfer can be cancelled at any time before the transfer is accepted by the
beneficiary client. To cancel an account transfer:

1. Select Activity, Pending Account Transfers and click on “Pending Out”.

[]

2. Select the account transfer in the list.

3. Click on “x Cancel” on the right side of the screen to cancel the transfer.
4. Review the account transfer details.

5. Check the confirm box.

6. Click on “Cancel”.

Scheduling Payments in Client Portal

The Peloton Portal includes the ability to schedule Funds Transfers (EFTs) and credit card
payments in advance. These may be one-time payments or recurring payments. Click the
“Schedules” icon in the Manage menu to begin.
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One-Time Credit Card Payments

To Schedule a one-time credit card payment:

1. Click “Add” in the Schedules sub-menu.

2. Select the account that will process the transaction.

3. Select “Card Transfer” as
the payment method.

4. Select the card.

If no card is displayed or you
cannot find the credit card in the
list, the card needs to be added
to the system (see “How to Add a
Card” for more details)

5. Add the amount of the card
transaction.

6. Select one-time charge and the date of the card transaction.
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7. Add a customized friendly name.
8. Add a customized Order Number.

9. To add references, click on the
References bar to expand the fields.

10. To view the schedule summary, click
on the green button to load all the
details.

11. Click on the “Add” button to save
the schedule.

Recurring Credit Card Payments
To schedule a recurring credit card payment:

1. Click “Add” in the Schedules sub-menu.

2. Select the account that will
process the transaction.

3. Select “Card Transfer” as
the Payment Method.

4. Select the card.
If no card is displayed or you
cannot find the credit card in the
list, the card needs to be added
to the system (see “How to Add a
Card” for more details)

5. Add the amount of the card transaction.
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6. Select “Recurring” and
update the occurrence
information such as start
date, end date,
frequency, day, etc.

7. Add a customized friendly name.
8. Add a customized Order Number.

9. To add references, click on the
“References” bar to expand the
fields.

10. To view the Schedule Summary,
click on the green button to load
all the details.

11. Click on the “Add” button to save
the schedule.

One-time Funds Transfer
To Schedule a one-time funds transfer:

1. Click “Add” in the Schedules sub-menu.

27



10.

11.

12.

Select the account that will
process the transaction.

Select “Funds Transfer -
Receive or send funds to a
Bank Account” as the
Payment Method.

Select the bank account.

Select “Send” or “Receive”.

If you are sending funds out

of the Peloton account, you have the option to send all the available balance on the
day of the transfer to the selected bank account. To do this, select “Available
Balance” in Amount Calculation type, otherwise, select “Fixed Amount” and add an
amount to the Amount field.

In Occurrence, select “One-time” in Type and the date of the card transaction.

Add a customized friendly name.
Add a customized Order Number.

To add references, click on the
“References” bar to expand the
fields.

To view the Schedule Summary, click
on the green button to load all the
details.

Click on the “Add” button to save the
schedule.

28




Recurring Pre-Authorized Debits

To schedule a recurring funds transfer:

1. Click “Add” in the Schedules sub-menu.

2. Select the account that
will process the
transaction.

3. Select “Funds Transfer -
Receive or send funds to
a Bank Account” as the
Payment Method.

4. Select the bank account.

5. Select “Send” or
“Receive”.

6. If you are sending funds out of the Peloton account, you have the option to send all
the available balance on the day of the transfer to the selected bank account. To do

this, select “Available Balance” in Amount Calculation type, otherwise, select “Fixed

Amount” and add an amount to the Amount field.

7. Select “Recurring” and
update the Occurrence
information such as start
date, end date, frequency,
day, etc.
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8. Add a customized friendly name.
9. Add a customized Order Number.

10. To add references, click on the
“References” bar to expand the
fields.

11. To view the Schedule Summary,
click on the green button to load all
the details.

12. Click on the “Add” button to save
the schedule.

Manage an Existing Payment Schedule

If you want to deactivate or delete an existing schedule, you can do that from the Schedules
Page.

Directly below the Schedules submenu bar, you will see a list of all active scheduled
payments and key information for each payment.

1. Click on the Edit Icon for the payment you would like to change.

2. In the Edit page, below the Schedule Details, change the State as required to Active,
Inactive, Cancelled or Complete.
e Select “Inactive” if you want to stop the payments but want the option to
reactivate them in the future
o Select “Cancelled” if you want to cancel the scheduled payment
e Select “Complete” if you are certain you no longer require the future occurrences
of the schedule

Schedules cancelled or completed cannot be reactivated. A new schedule will need to be created.

To view all schedules that were completed or cancelled, click on History in the Schedule sub-menu bar.
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