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OVERVIEW

®

From receipt capture and coding to approvals, the Lloyds Bank
CCDM Mobile App makes it simple to complete all your expense
tasks on the move. View, code and approve both card and out
of pocket expenses quickly and easily from your mobile device
or tablet.

The Lloyds Bank CCDM Mobile App is available for both Apple
and Android devices and can be downloaded directly from the
Apple and Google Play store.

= The App can easily be accessed and downloaded from
the App stores by entering key words such as
LLOYDS BANK CCDM.

= You can login to the Mobile App on multiple
supported devices.

Page 1 of 20




LOGIN AND AUTHENTICATION

Logging into the Mobile App

Once the Lloyds Bank CCDM Mobile App is downloaded

on adevice, you can register and authenticate the device
either by entering your full CCDM login credentials or via QR
code authentication.
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LLOYDS BANK

Remember me .

UUser your existing username and DAsSWord,
0r et a QR code from the NG Commercial
Card portal,

Contact

Login using full credentials

When selecting the Log In option, enter your full login
credentials i.e. username and password.

If you attempt to login into the App more than three times
using the wrong password, after the third attempt, your
account will be locked on both the full site and the App.

There are two options to unlock your account:

= Contact your Programme Administrator to unlock your
account; or

= Wait for 2 hours — you will automatically be unlocked on the
desktop site and can then attempt to login again to the App,
using the correct credentials.
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Login Using QR code Once the QR code is generated on CCDM on your desktop,
you need to launch the Lloyds Bank CCDM App on the mobile
device. Select Use QR code and scan the unique barcode
displayed on your desktop using the mobile device.

A quick response (QR) code is a type of barcode containing
information that can be digitally scanned via the camera on
asmartphone or tablet. To retrieve a QR code, log into CCDM

onyour desktop and select the Mobile App option from the Note: For security reasons, the QR code is only valid for
User Settings menu. Clicking on Get QR Code link generates a one attempt but the QR code image will remain
unique account barcode. active for 5 minutes. You can generate a new QR code,
ifrequired.
1| | Mobile x Mobile App
‘t Sarah W
: ré\\ Lloyds Commercial Card ﬁ Lloyds Commercial Card
Image Library A i S Manage your expenses on the go
CCDM N CCDM
Language e o
Personal Settings e
Paksvcrd Login Using the QR code, @ Scan the QR code below to log in 1o your account
e
Help g:;
N Gtm w Cearrg
Mobil ot QR code
ile App Get QR cod & e
Log Out gw
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Naming a Device Creatinga PIN

Upon successful authentication, you will be prompted to Once you have successfully authenticated, either by entering
specify aname for your device. Please enter a unique name. fulllogin credentials or generating a QR code, you will be asked
to set up a 5-digit PIN.

Enter your S-digit PIN

Enter a name for your device

You can manage your device at
the Lloyds Commercial Card Data
Management website using this
device name.

iFhone

Cancel
Contact
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Once aPINis set up, you can quickly and easily log into the App
each time using the PIN.

= The PIN must be five digits long and cannot contain

repetitive or consecutive numbers.

a4l iz
= You can choose to set up the same PIN on multiple devices.

= Please donotset up a PIN if you have multiple Lloyds Bank
CCDM logins. LLOYDS BANK ?{\

Note: Ifyou enteryour PINincorrectly three times, the
mobile device is locked. Please re-enter your full login
credentials to access the Mobile App. Once login is
successful, you can set up a PIN and re-use the
same PIN.

Enter PIN

Setting up a PIN is not mandatory. If you select Not Now
and choose not to enter a PIN, you will be required to
re-authenticate each time you access the App either by
entering your full login credentials, or generating a QR code.

If you choose to set up a PIN, you will not be prompted again.
APIN can be set up or re-set at any time through the Settings
menu within the Mobile App.

Forgot PIN
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VIEWING REGISTERED
MOBILE DEVICES

Allmobile devices with PIN registration will display and show as
registered on your desktop. The device list is accessed through
the Personal Settings > Mobile Devices under your Personal
Settings menu. From here, you can view and manage devices.

Note: Only devices that have a PIN login established will
display on your desktop.

LLOYDS BANK ﬂ‘\\

Parsonal Datails
Employess
Accouni Managemend
Managemant Codes
Audit History
Reglonal Setiings

Mobile Davices

o

CCDOM
[Device name

warks iphone

Mobile Devices
You can register another device via the Mobile App window.

Registration date  Last login date

1200472018 1200472018 13:54:49 Remove

Home Expenses Stalemenis v 8 Approvals w Reports w
Parconal B
rFersonai oe
The faliowing diagram map is aimed (o Nelp You configure and MAN3Ne your own persanal sellings. If you have any queslions of wish 1o Change selngs nal avaiabie here (en please confact your system administrator
[ Charga Groups [ Charge Codes
| Repon Groups | | Reports
| Approval Roles | | Approval Rubss |
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Locked icon

The device name displays a locked icon @i if the PIN on the
device has been locked, for example, you enter the PIN
incorrectly multiple timesin a row.

Note: The PINlocked status remainsin place for two hours,
after which you will be able to log into the Mobile App
with the same PIN.

Each device has a Remove link for removing the registration
and PIN login on the device. Once removed from the list, the
device will no longer accept the PIN login that has been set up
to access the Mobile App.

If you remove a device, you will be required to re-authenticate
and re-establish a PIN. This is recommended practice in the
event adevice is lost or stolen. Programme Administrators
can also view and manage the registered mobile devices for
each cardholder via the Personal Details Report window
(Administration > Administration Overview > Employees).

Re-registering a device

If the device has been removed or locked, you can register the
device again by logging into the Mobile App using your full
login credentials or via QR code.

Mobile Devices

CCDM
Device name Registration date

Marks iphone 1204540100

141042018 13:04:4%9

You can register another device via the Mobile App window.

Last login date

Remove
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VIEW AND CODE EXPENSES

The Expenses list on the CCDM Mobile App is a paged list View an Expense
of all available expenses, showing the most recent first. The U login. the initialvi ilonlv show i the ToD
summary screen resembles the Expense Listing Screen on your ponlogin, the initial view will only show items in the To Do

desktop and allows you to view key details of each expense, statg, L€ expenS(.e? requ‘|r|ng coding. The top blue header
e s provides the additional icons to further manage the App

apply one-click coding via an expense template and attach

areceipt and expenses.

= The Searchicon allows you to search for an expense using
keywords and numbers.

= TheFiltericon allows you to filter the expense listing in the
To Do, Pending and Completed states.

Expenses

Q Explorer Airine

Rental Cars

Q Lima Cafe

Hotel

Qomma\g Cleaning

Q Explorer Airiine Pending ¢
' " L2
=\ Rental Cars _
} W/ke ; N AQD
- : L, \9]e}

Q \ima Cafe
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Code an Expense

Upon selecting an expense, the Expense Details screen
displays detailed information about the expense. The CCDM
App supports the coding of an expense using a pre-defined

V40230 Expense Template. An Expense Template must first be
created on your desktop before it can be used on the Mobile
Explorer Airline App. If templates are available and a Spend Form has not been

applied, a drop-down listing of Expense Templates defined on
your desktop are available for you to select.

Airline

Note: If Spend Forms are mandatory for a particular expense
50 type, the Expense Template drop-down will not display
1 r034 usb and you will need to code the expense on your desktop
Source: 986.80 AUD - - using a Spend Form.

United Vision Bank . ' = Click on Selectto choose and apply an Expense Template.
2 Applied coding is shown in the grey coding area. Any coding

= Purchase: 06 Dec 2015 . .
A > errors will be shown in bubbles at the top of the screen.

= The editable description Notes area allows you to enter
a description. If mandatory, the description box will be
indicated with ared line/border.

Travel

= Theapprovalrules are listed at the bottom of the page but

are hidden until you select the down arrow.
Amount Incl: 602 NZD (568.50 AUD)

Spend Wizard:  Travel = Clicking the Complete button validates and submits the
Billable: No Non . expense. Inthe event of an error, an error message will

Cost Center: GU%' ; display on the Expense Details page.

Complete = Once anexpenseislocked, no field can be changed.
The applied template is displayed, but cannot be changed.
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CAPTURING AND LINKING
A RECEIPT IMAGE

R

If your business has chosen to enable Receipt Image Capture,
the App will display a Receipt box within the Expense Details
panel. You can link, view and unlink receipts by clicking on the
Receipticon.

21 98USD

SunTrust - MasterCard

RECEIPT

B9 Purchase: 07/07/2017

When clicking on this icon, you have three options for linking a

receipt to an expense; you can:

1. selectimages fromyour Image Library, where only unlinked

images are visible.
2. selectanimage from the device picture gallery.

3. snap a photo on the go.

Once areceiptis linked to an expense, a view of the image will

appear on the Expense Details screen. The receipt can be
viewed, updated or unlinked by clicking on the receiptimage.

Note: Only oneimage canbe linked to an expense via the

Mobile App. If multiple images are required for linking,

image linking must be completed on your desktop.

Submit Expense for Approval

Once the expense has been fully coded and the receipt applied
(if required), you can submit the expense for approval by
clicking on the Complete button.
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VIEW AND APPROVE EXPENSES

1

Approval Listing

The Approvals list shows all available approvals sorted in date
order, with the most recent first. The default display lists items
for allemployees requiring expense approval, however this

isti i F b 4 d
approval listing can be filtered. ks S nasoos b

= Search button - search by keywords or numbers. Approvals

= Filter button —allows you to view items in To do or Recent Sarah Smith
approval status.

= Employee button —allows you to filter approvals by a _
single employee. Madison Harlen
Note: Ifyouarean Approverandalso a Cardholder, the
Approvals list will be the default home page. This can Sarah Smith
be changed in Settings to display the Expense list

upon login.

Sarah Smith

Rachel Thomas

Vaness Jones

Madison Harlen

Vaness Jones
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Approval Details
Once an expense is selected for approval, the expense details
are displayed including coding information and linked images.

= Applied codingis shown in the grey coding area. s Erssion: @

= The approvalruleislisted at the bottom of the page. < Approvals

= [fImage Library is enabled, the App will display a Receipt
box. You can view attached receipts tapping the image area.

Sarah Smith

= The Approver can Request Info by entering text into the Airline
comments area and clicking Send.

= The Approver can approve by clicking Approve.

1,034%uso
Note: The Mobile App supports Approval delegation. ource: 9B6.80 ALD
Upon Mobile App login, an Approver will see the United Vision Bank
Approvals listing once an expense has been submitted
forapproval. B3 Purchase: 06 Dec 2015

Company trip to Auckland

Purchase Explorer Airline - Domestic

Amount Incl: 602 NZD (568.50 AUD)

Billable: Mo
Cost Center: GL105

P P LAriad san

Decline Approve
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The main menu shows all the features available on the App:

MOBILE APP MENU OPTIONS

Contact, Settings and Logout are always available.

Other available features such as Expense, Receipts,
Approvals will be dependent on your configuration and
user setup.

ﬁf‘% Sarah Cardholder

-

M Expenses o

<] Approvals @

Receipts

(@ Contact

O

Settings

[1]

Log out

Expenses

If you are a Cardholder and Approver, you can access your
Expense listing through the Expense menu option. The red
indicator displays the number of expenses requiring action.
The Expense listing can be defaulted upon login via the
Settings menu.

Approvals

If you are a Cardholder and Approver, you can access your
Approval listing through the Approvals menu option. The red
indicator displays the number of Approvals requiring action.
The Approval option only appears in the menu after the
Approver (or Delegate) has been assigned their first approval.

Receipts

The availability of the Receipts menu option is driven by the
Image Library setting for your business. Selecting the option
on the main menu shows all unlinked receipt images from the
Image Library as thumbnails. Tapping on a thumbnail in the
list shows a full screen image.

Clicking on the Add button allows you to add images to your
Image Library via the device Picture Gallery or directly from
the device camera.
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Contact

Select Contact to verify the version of the App and other App
details such as Model and Registered Name. These details can
be usefulin understanding issues.

Settings Create a PIN
PIN maintenance is accessed through the Settings menu.
Whenyou set a PIN, the Create a Pin option becomes Reset Show Expenses on login

your PIN. When resetting a PIN, you will be prompted to login
again using your login credentials or the QR code.

Approvers who also manage expenses have the option

of displaying by default upon login, the listing of expenses
requiring coding or the listing of expenses requiring approval.
This is managed through the Settings menu option.

Logout

Choose Logout to quickly logout of the App. You will be
automatically logged out of the App after 3 minutes when the
App isin the background and 30 minutes when the App
isopen.

Our service promise

Please let us know if you have a problem —we're here to help. See our complaints process on our ‘Help & Support’ page at:
lloydsbank.com/business/complaint
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https://www.lloydsbank.com/business/help-and-support/account-management/make-a-complaint.html

Find out more

® Goto lloydsbank.com/business

Please contact us if you would like this
information in an alternative format
such as Braille, large print or audio.

If you have a hearing or speech impairment you can

use Relay UK. More information on the Relay UK
Service can be found at relayuk.bt.com

Important information

Lloyds Bank plc. Registered Office: 25 Gresham Street, London
EC2V 7HN. Registered in England and Wales No. 2065.
Telephone: 020 7626 1500.

Authorised by the Prudential Regulation Authority and regulated
by the Financial Conduct Authority and the Prudential Regulation
Authority under Registration number 119278.

Lloyds Bank plc is covered by the Financial Ombudsman Service
(FOS). Please note that due to FOS eligibility criteria not all
Lloyds Bank business customers will be covered.

LLOYDS BANK
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