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4.7 View a Payment

|\\

To view details of a pending transaction from the Pending approval - list screen, click on the appropriate transaction
under Transactions.

This will bring you to the Pending Approval — details screen.
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1. From the Pending Approval - details screen, you may now click the Approve button, to approve the transaction or

click the Cancel button to cancel the transaction.

4.8 Approve or Cancel a Pending Payment

2. The payment is then in a To be processed or Cancelled status. A confirmation number will be assigned.
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3. You can now click on:
e Return to Pending Approval List
. Main Menu

e Sign off
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4.9 View Transaction History

1. From the Main Menu screen, click on View Transaction History. This will bring you to the Transaction History

- request screen.

2. Fill in the appropriate fields for your request, and click on the View Transactions button.
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Continued on next page...
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3. A Transaction history - results screen will appear with the transactions listed. To view the details of a specific
transaction, click on the appropriate transaction under Transaction.
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5.0 Transaction Alert Messages

5.1 Transaction Alert Messages

Transaction Alert Messages are sent to all authorized users by email. These are automated emails - please do not respond
to these. If you receive these emails in error, please contact your Company Administrator.

If your company has elected to receive the Transaction Alert Messages, all authorized users will receive an email
notification in any of the following situations:

1. A transaction has been initiated - a payment/filing has been initiated by an authorized user and will be processed.
No action is required.

Sample:

To: Test User 1
From: CIBC_GPFS_ADMIN@telus.com
Subject: CIBC Government Payment & Filing Service Transaction Alert

This e-mail notification has been sent to alert you that a Government payment or filing transaction has been initiated.
For more details, please sign on to the CIBC Government Payment and Filing Service.

Please do not respond to this e-mail. If you have any questions, please contact your company administrator.

This email (and all attached messages and documents) is private and confidential. Internet e-mail is not guaranteed

to be secure or error free. Messages could be intercepted, corrupted, arrive late, or contain viruses. CIBC will not
be liable for these risks.

Le présent courriel, ainsi que tous les messages et documents en annexe, est strictement confidentiel. Rien ne
garantit que la transmission d 'un courriel par Internet se fasse en toute sécurité ou sans erreur: un message peut
étre intercepté ou corrompu, il peut tarder ou remfermer un virus. La Banque CIBC n’est pas responsable de ces
risques.

Continued on next page...
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2. A transaction has been initiated and requires approval - the transaction is in a pending status and requires
approval before the payment/filing can be processed.

Sample:

To: Test User 1
From: CIBC_GPFS_ADMIN@telus.com
Subject: CIBC Government Payment & Filing Service Transaction Requires Approval Alert

This e-mail notification has been sent to alert you that a Government payment or filing transaction has been initiated
and requires approval. For more details, please sign on to the CIBC Government Payment and Filing Service.

Please do not respond to this e-mail. If you have any questions, please contact your company administrator.

This email (and all attached messages and documents) is private and confidential. Internet e-mail is not guaranteed
to be secure or error free. Messages could be intercepted, corrupted, arrive late, or contain viruses. CIBC will not
be liable for these risks.

Le présent courriel, ainsi que tous les messages et documents en annexe, est strictement confidentiel. Rien ne
garantit que la transmission d 'un courriel par Internet se fasse en toute sécurité ou sans erreur: un message peut
étre intercepté ou corrompu, il peut tarder ou remfermer un virus. La Banque CIBC n’est pas responsable de ces
risques.

Continued on next page...
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3. An upcoming post-dated transaction will be processed - a future dated transaction will be processed by the
system in 7 calendar days. No action is required.

Sample:

To: Test User 1
From: CIBC_GPFS_ADMIN@telus.com
Subject: CIBC Government Payment & Filing Service Post-Dated Transaction Alert

This e-mail notification has been sent to alert you that a Government payment or filing post-dated transaction will be
processed in 7 calendar days. For more details, please sign on to the CIBC Government Payment and Filing Service.

Please do not respond to this e-mail. If you have any questions, please contact your company administrator.

This email (and all attached messages and documents) is private and confidential. Internet e-mail is not guaranteed
to be secure or error free. Messages could be intercepted, corrupted, arrive late, or contain viruses. CIBC will not
be liable for these risks.

Le present courriel, ainsi que tous les messages et documents en annexe, est strictement confidentiel. Rien ne
garantit que la transmission d 'un courriel par Internet se fasse en toute securite ou sans erreur: un message peut
etre intercepte ou corrompu, il peut tarder ou remfermer un visur. La Banque CIBC n’est pas responsable de ces
risques.

Continued on next page...
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4. A pending transaction that requires approval is approaching its expiration date — a payment/filing in a
pending status has not been approved and will expire in 7 days. This transaction will expire in 7 calendar days and will
not be processed unless approval is provided.

Sample:

To: Test User 1
From: CIBC_GPFS_ADMIN@telus.com
Subject: CIBC Government Payment & Filing Service Pending Transaction Expiration Alert

This e-mail notification has been sent to alert you that a Government payment or filing transaction that requires
approval will expire soon if approval is not received.

For more details, please sign on to the CIBC Government Payment and Filing Service.
Please do not respond to this e-mail. If you have any questions, please contact your company administrator.

This email (and all attached messages and documents) is private and confidential. Internet e-mail is not guaranteed
to be secure or error free. Messages could be intercepted, corrupted, arrive late, or contain viruses. CIBC will not
be liable for these risks.

Le present courriel, ainsi que tous les messages et documents en annexe, est strictement confidentiel. Rien ne
garantit que la transmission d'un courriel par Internet se fasse en toute securite ou sans erreur: un message peut
etre intercepte ou corrompu, il peut tarder ou remfermer un visur. La Banque CIBC n’est pas responsable de ces
risques.
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6.0 Additional Help

6.1 Additional Help

If you require additional assistance, please contact the Payment & Filing Help Desk at 1 800 206-9444.

® Registered trademark of CIBC.
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