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Information for using this manual

— The screenshots within this document were taken from the Guarantees Portal
whilst using Google Chrome. Those using other versions of Internet Explorer or
other Web Browsers (Firefox, Safari, Internet Explorer etc.) may see subtle

variations in the appearance of the Guarantees Portal.

— “Breadcrumbs” — outline the route by which the User got to their current location
within the system, similar to a file path. They can be used to navigate around the

Guarantees Portal.

— “Hyperlinks” are represented by a blue bold font. The contents page is linked
automatically. To utilise a link, the User should move over the link text, wait until
the cursor changes to a “Hand Pointer” {%) and ‘Click’ or alternatively select

CTRL + “Click’.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0
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Preface

This Guarantees Portal Manual provides operational guidance to support a Lender in their CBIL

administration of CBIL facilities on the Guarantees Portal.

The new CBIL Legal Agreement is made up of a core Agreement plus Agreement Supplements,
which contain the terms relating to specific types of lending — Term Loan, Invoice Finance,
Revolving Credit and Asset Finance — CBIL can support. Lenders only sign up for the types of

lending they wish to use.

This new CBIL Term Loan & Revolving Credit Facility Guarantees Portal Manual follows the
typical lifecycle for a CBIL Term Loan or Revolving Credit Facility. The guidance within this
Guarantees Portal Manual is appropriate for those accredited Lenders using CBIL to support
Term Loan lending and Revolving Credit Facility lending. Lenders using CBIL for Invoice Finance
or Asset Finance should refer to the separate Guarantees Portal Manual covering these

lending types.

The CBIL Term Loan and Revolving Credit Facility Guarantees Portal Manual also includes
copies of revised CBIL documentation, which will be produced by the Guarantees Portal and

which all accredited Lenders are required to share with CBIL Borrowers.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 2
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Legal Disclaimer

This Guarantees Portal Manual replaces all previous versions issued by the British Business

Bank (“BBB”).

The Guarantees Portal Manual is a Scheme Document as defined in the CBIL Legal Agreement
between the Secretary of State for the Department for Business, Energy and Industrial Strategy

(“BEIS”) and the accredited Lender and is advisory in nature.

In the event of any inconsistency between the guidance within this Guarantees Portal Manual
and the terms and conditions within the corresponding CBIL Legal Agreement and
Supplements, the CBIL Legal Agreement and Supplements take precedence. In the event of
any inconsistency between the guidance within this Guarantees Portal Manual and the content

of the Lender Manual, the Lender Manual takes precedence.

For ease of use, this Guarantees Portal Manual at times uses different terminology to that used
within the corresponding CBIL Legal Agreement and Supplements. Where terminology differs, a
Glossary is provided at the end of the Lender Manual to provide a read across to the
corresponding definitions within the CBIL Legal Agreement and Supplements. Terms not
defined in this Guarantees Portal Manual shall bear the meaning given in the corresponding

CBIL Legal Agreement and Supplements.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 3
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Lender Queries and Feedback

CBIL Product Owners within Lender organisations should be able to find answers to most types
of CBIL operational queries within this Guarantees Portal Manual or by reference to the Lender
Manual. In the first instance, CBIL-related queries from customer-facing and other internal
staff should be directed to the Lender’s own CBIL Product Owner or in-house expert area.
When dealing with such queries, Product Owners are encouraged to refer to the Lender
Manual. Where answers to a query cannot be located within the Lender Manual, CBIL Product
Owners are encouraged to ask the question “if CBIL did not exist, what would be our approach

to tackling this situation according to our normal commercial criteria and guidelines?”

BBB recognises however that there will still be occasions where Product Owners will wish to
raise queries directly with BBB. In such circumstances, brief, simple enquiries can be made via
the “Ask BBB” function on the Guarantees Portal (see later in this Manual). For more detailed or
complex queries, whether they relate to CBIL policy, Eligibility Assessment or any other feature
of how the Scheme works, please contact BBB at CBILSLivelenders@british-business-

bank.co.uk. BBB will aim to respond to Lender queries within 3 business days of receipt.

Feedback on potential improvements or amendments to CBIL design or processes is usually
sought during regular BBB/Lender monitoring meetings and via the independent audit process.
Notwithstanding this, BBB welcomes feedback from Lenders on any aspect of CBIL design

and/or operations at any time.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0 4
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1.0 The CBIL Scheme — an Introduction

CBILS was established on 23 March 2020 with the aim of supporting the continued provision
of finance to UK businesses during the Coronavirus (COVID-19) outbreak. The CBIL Scheme
will run for an initial period of 6 months until 30 September 2020 (the expected “Scheme End
Date”). After 6 months the Scheme End Date may be extended, or Lenders may be notified that

the CBIL Scheme will end and that the terms an alternative Scheme will apply.

CBILS can be used where an SME has a sound borrowing proposition that is capable of
repayment but, due to the uncertainty and impact of the Coronavirus (COVID-19) pandemic,
the Lender has some concerns over the short-to-medium term business performance of the
SME. In such a scenario, a Lender can use CBILS to enable the SME to access funding. In this
way, CBILS supports the UK Government in increasing the supply of finance to viable SMEs,
which enables businesses to navigate the disruption caused by the Coronavirus (COVID-19)

and in turn contributes to the growth of the UK economy.

There are a wide variety of Lenders accredited to participate in CBILS, ranging from the largest
clearing Banks to smaller specialist Lenders. CBILS is designed to be a flexible guarantee
Scheme which can be used alongside a number of different types of debt instrument, including
term loans, revolving credit facilities (committed overdrafts and overdrafts repayable on
demand), invoice finance facilities and asset finance transactions. Accredited Lenders can use
CBILS to facilitate new lending or, in certain circumstances, to refinance the existing debt of

an SME.

Lenders can only use CBILS for the types of lending for which they have been accredited

by BBB.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0 5
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2.0 The Guarantees Portal

2.1 Overview

The Guarantees Portal is the primary means of interaction between the Lender and BBB and

this interaction is conducted via a secure, encrypted web-based portal.

— Each Lender can request several Administrator accounts, who in turn can create

Lender ‘End User’ accounts as required.

— Lender ‘End Users’ are able to access the Guarantees Portal using their specific

details and input data as required.
An audit trail of all transactions is held, and all activity is traceable to a given User.

For details of how to manage ‘Experts’, ‘End’ Users and set up new ‘End Users’
see 14.3 Manage ‘Experts’, 14.4 Manage Lender Users

or 14.5 ‘+ New User’/(Create a New Lender User) respectively.

Lenders have access to two versions of the Guarantees Portal, a “Training’ and a ‘Live’
environment. The Training environment duplicates the Live environment in terms of appearance
and functionality (except for the colour of the banner). Occasionally the Training environment
may be used by BBB and/or Lenders to test or become familiar with the system and any
changes, prior to changes being rolled out to the Live environment. Lenders should, therefore,

not rely on data entered into the Training environment being retained.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0 6
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2.0 The Guarantees Portal

2.2  Staging Version

The Staging environment was provisioned to allow Users to test system integration with
functionality that BBB have exposed via an APl endpoint. For access to the environment,

please contact Guarantee Operations. The Staging version has a blue banner.

The web address (URL) for the Staging version is:

2.3  Training Version

The Training environment allows Users to learn how to use the Guarantees Portal. Data input
into this version is not sent to or reviewed by BBB. To differentiate it from the Live environment,
the Training version has a vivid pink banner as opposed to the black banner used in the

Live environment.

The web address (URL) for the Training version is:

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 7
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2.0 The Guarantees Portal

2.4 Live Version

The Live version of the Guarantees Portal is where Lenders input and formally record their
CBIL lending transactions. This information is accessible by BBB (and its auditors) who are
responsible for monitoring CBIL usage by the Lenders. The Live version has a black banner

(not pink as per the training environment).

The web address (URL) for the Live environment is:

It is important that Lenders keep the data within the live environment up to date and accurate,
including for any ‘in-life’ events. For ease of reference, it is advised that the URL, if possible, is

saved to the individuals ‘Favourites’ bar.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0
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3.0 Getting Started

3.1 Documentation

Before any borrowing proposal can be entered on to the Guarantees Portal (Facility Entry),
the Lender must ensure the following documentation is held, or expected to be held for

each proposal:

— Data Protection and Disclosure Declaration — To be signed by the Applicant and if

appropriate, any personal guarantor.

This document is accessible on the Guarantees Portal and a template is shown in CBIL Term
Loan & Revolving Credit Facility Lender Manual Annex 4. Details of how best to print the

document can be found at 6.5 Printing Documents

A Data Protection and Disclosure Declaration is also required from all parties providing a
Personal Guarantee for the CBIL facility in case their data needs to be shared with partners of

BBB in the future.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0
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3.0 Getting Started

3.2 Loglin

The login screen is shown in screenshot 3.2. To log in to the Guarantees Portal a User will be

required to input the following:
— Username

— Password

Guarantees Portal Screen 3.2: Sign in/Log in screen

Guarantees Portal

Sign In

Usemame

Password

Users can re-set their

Forgot your password?

password via this link

Forgot your username?
Sign In

Privacy Policy Cookle Usage

British Business Bank 2021, All Rights Reserved

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 10
Facility Guarantees Portal Manual October 2021



3.0 Getting Started

3.3 Forgotten Password

If the User forgets his or her password — they should select the option ‘Forgot your password?’.

They will then receive a system generated email which will provide instructions on how to

re-set their password. British Business Bank plc does not have the ability to re-set passwords.

Example of the Email content that the User will receive

Hello xxxxx!

Someone has requested a link to change your password, and you can do

this through this link:

Change My Password @

For security purposes, this link will expire after 7 days. If the link has
expired, just go back to the login page and select 'Forgot your password'

and you'll receive a new link.
If you didn't request this, please ignore this email.
Alternatively please contact your administrator.

Your password won't change until you access the link above and create a

new one.

Ideally, the web browser should be closed before clicking the ‘Change my password’ link that

exists within the email received.

Once selected, the User will see the details within screenshot 3.3.

British Business Bank CBILS Term Loan & Revolving Credit  Version 1.0 11
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3.0 Getting Started

Guarantees Portal Screen 3.3: Changing a Password

Guarantees Portal

Set Your Password

As a minimum passphrases should be eight characters long and include a mix of letters, numbers and symbols, bu
they'll be longer than that.

We refer to passphrases as a phrase is usually easier to remember but harder to guess than a short ccllection of s
single word.

New Password

Confirm Your New Password

Change Password

Privacy Policy  Cookle Usage

© British Business Bank 2021. All Rights Reserved

Once the User has changed their password, they will automatically progress to the appropriate
‘Home’ page (depending on whether their Username is specific to a Lender ‘End’ or

‘Admin’ User).

If Users forget their Username they can receive a reminder of their Username by selecting
‘Forgot your Username’ and they will be asked to enter their email address and provided that is
correct, an email will be sent to the user reminding them of their Username. If Administrative
Users forget their Usernames (not passwords) then they can contact BBB via the following

email address: CBILSLivelenders@british-business-bank.co.uk.
3.4 Changing a Password

Once in the system, a User can change their password by selecting ‘Change Password’ within
the ‘Home’ page. The User should enter their ‘new’ password and confirm this via the
appropriate fields and ‘click’ the ‘Update Password’ button. There will be no email received.

The details are simply saved. The User can continue as they would normally.

British Business Bank CBILS Term Loan & Revolving Credit  Version 1.0 12
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4.0 Facility States

41 Facility State Descriptions

Facilities are recorded within the Guarantees Portal as being in one of the ‘states’ listed below.

State Description

Rejected Applications that fail to meet the eligibility requirements of CBIL.

Eligible Applications that meet the eligibility requirements of CBIL (limited customer

details will have been entered at this stage).

Cancelled Where a Lender has updated the portal following an Eligibility check to

confirm that the application is not proceeding.

Incomplete Applications where entries are incomplete and are awaiting

further information.

Complete Where the Facility Entry has been fully completed but not offered (full

customer details have been entered and eligibility has been confirmed).

Offered Facilities where an offer has been made to the Borrower (a facility letter has

been issued to the customer).

Auto- Where a facility has been auto cancelled by the system. This occurs when a

cancelled facility has not been drawn within six-months of the date of offer.

Guaranteed  Facilities which have been drawn and assumed to be guaranteed.

Lender Facilities where the lender has made a demand on the Borrower.

demand

Repaid Facilities that have been repaid.

Removed Facilities that have had the guarantee removed.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0 13
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4.0 Facility States

State Description

Auto- Where a demand has been made to the Borrower but no demand to BBB

removed (BEIS) has been made within the required timescale or when the recorded

maturity date has been exceeded by 3 months.

Not Where a demand has been made to the Borrower but a decision has been

demanded made not to make a claim against BBB (BEIS).
Demanded A formal demand has been made by the Lender to BBB (BEIS).

Settled Facilities where settlement has been made by BBB (BEIS) following a claim on

the Guarantee.

Recovered Any proceeds subsequently recovered that reduce the debt owed by the
business and that are due to be paid back to BBB (BEIS) e.g. proceeds from

security post claim.

Realised Any proceeds subsequently recovered after a Lender has reached their Claim
Limit that would have been due to be paid back to BBB (BEIS) e.g. proceeds

from security post claim.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 14
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5.0 Home Page

The ‘Home’ page is displayed when a Lender ‘End User’ signs into the Guarantees Portal. This is
shown in Screenshot 5.0. The User can return to this page via the text that reads “Coronavirus

Business Interruption Loan” — on placement over the text, the cursor should change to a ¥ and

on ‘click’ the User will be returned to the ‘Home’ page.

The alternative method to return to the ‘Home’ page is using the ‘Breadcrumb’ functionality
which will appear in the area highlighted below. This works similarly to the file path that Users

will be familiar with in many Microsoft applications.

British Business Bank CBILS Term Loan Revolving Credit Version 1.0 15
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5.0 Home Page
Guarantees Portal Screen 5.0: Home Page Options Available

Facility Alerts For The Next 60 Days

Eligible facilities which will be removed if not progressed @

25 Facilties 52 Facilities 11 Faciliies .—-
B0y
=13

|

0 days 30 days

Faciliies which will have the guarantee removed if not drawn @

4Fa 5 Facilities
0 days 30 days 80 days
Faciliies assumed to have been Repaid due to lack of updates @ [ view as |
9 Facigdi 17 Facilities 20 Facijities
0 dusys. 30 days 60 days

Agreed tranche drawdown to be recorded @

0 days 30 days 60 days

Faciliies which will have the Guarantee removed if not Claimed @

5 ities 8 Bacilities 5 Facilities

0 days 30 days 60 days
Lending Limit Utilisation Claim Limits _

EFG Phase 1 (FY 2000/10)

Cciaim Limit £31,855.705
: Pro-claimed Reallsations:  £2.540,454
: Settied Amount: 182
A i TR m
Percentags Remaining: 0%

Each of the different areas of the ‘Home’ page will be explained in greater depth in the

following sections.

British Business Bank CBILS Term Loan & Revolving Credit  Version 1.0 16
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5.0 Home Page

5.1 ‘End User’ Facility Functions

The ‘End User’ functions are outlined in the following table. A Lender ‘End User’ can progress a

facility from ‘start’ to ‘finish’.

Function Description Link
New facility/ The first part of the CBIL processin 7.0 Provisional Eligibility Assessment

start new facility checking whether a proposal meets

application CBIL eligibility criteria.
View facility A list of the facilities in the Lender’'s 6.3 Option 3 - (View your) Facility
portfolio/ portfolio categorised by Facility State Portfolio or View Facility Portfolio

Facility portfolio and scheme.

Generate a Generate a report of facilities based 6.6 Download a ‘Facility Report’
Facility report ~ on a number of chosen criteria within

a defined time period.

Lookup Locate Facilities using a unique 6.1 Option 1-Lookup Facility
Facility/Search facility reference or via a number of  (Using the Facility Unique
different search criteria. Reference Number) or
6.2 Option 2 - Search (For a Facility)

- (Using Other Search Criteria)

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 17
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5.0 Home Page

5.2 Alerts

The Alerts system is designed to help the Lender actively manage their portfolio of CBIL
Facilities and keep track of any Facilities that are due to be automatically removed from the
Guarantees Portal. The Guarantees Portal automatically removes facilities (as being
Guaranteed) that are in certain states after a period of 3 or 6 months (depending on the type
of the alert/scheme (there will be an additional 10-day period for the offered facilities) without

any User update or intervention).

Alert Description

The number of facilities which will be Facilities Eligible/Complete — but
auto-removed if not progressed not yet progressed to Offered.

to Offered.

The number of facilities which will be Facilities Offered but not yet progressed to

auto-removed if not progressed to Drawn. Drawn or Cancelled.

The number of facilities that will be Facilities that have progressed beyond their

auto-removed if not updated to Repaid scheduled maturity but have not yet progressed

within three months. to Repaid.

The number of facilities with upcoming Facilities with scheduled tranche drawdowns that
tranche drawdowns that are due to will need to be updated on the Guarantees Portal,
be drawn. when drawn.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 18
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5.0 Home Page

The Alerts section shows facilities (as user action becomes more imminent) using a ‘traffic

light’ approach:

— Action required within 10 days (red).
— Action required within 30 days (amber).

— Action required within 60 days (green).

A full list of facilities within each time period can be accessed by selecting the appropriate bars
within the bar chart (via {’_’) ‘click’). The details will then be exposed in another screen. In

addition, all facilities within that alert ‘State’ regardless of time lapsed can be viewed by

selecting the “View All” option.

Note that facilities in the “Offered” state which haven’t yet been drawn will continue to be

shown for a further 10 days in accordance with the CBIL Legal Agreement.

Guarantees Portal Screen 5.2: Home Page/Alert Section

Facility Alerts For The Next 60 Days

Eligible facilities which will be removed if not progressed @

25 Facilities 52 Facilities 191 Facilities

0 days

British Business Bank CBILS Term Loan & Revolving Credit  Version 1.0 19
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5.0 Home Page

5.3 Utilisation

Utilisation shows a Lender their up to date utilisation against their individual ‘Lending Allocation’

under CBIL. The following information is shown:

Function Type Description

Allocation The Lender’s Allocation Limit (i.e. the maximum amount the
Lender can lend under the Scheme in that Annual

Scheme Period).

Usage Amount of facilities under Guarantee within the

Allocation Limit.

Utilisation Percentage of facilities under Guarantee within the

Allocation Limit.

There is a “Lending Allocation” given to each Lender for CBIL Lending Period. The Utilisation
area within the Guarantees Portal should resemble the following (“CBIL Training” within the
graphic should be replaced by the appropriate Lending Limit description in the

“Live” environment):

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 20
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5.0 Home Page

Refinance Percentage — This will show Lenders how much of their usage for that Phase will be
made up of Refinancing of Existing facilities — this is restricted to 20% of their total lending

under a Phase.

Lending Limit Utilisation

SFLG Transfer FY 2012/13
Allocation: £100,000
Usage: £0
Utilisation: 0.00%

5.4 Claim Limits

Claim Limits shows a Lender their up to date utilisation against their individual ‘Claim Limit’

under CBIL. The following information is shown:

Function Type Description

Claim Limit The maximum amount the Lender can Claim for the particular

Phase of CBIL lending.

Pre-claimed realisations The Amount of realisations made by the Lender.

Settled Amount The cumulative amount of claims settled by the BBB.

Amount Remaining The amount left to claim following previous settlements
by BBB.

Percentage Remaining The percentage of the original Claim Limit remaining after

previous settlements by BBB.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 21
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5.0 Home Page

There is a “Lending Allocation” given to each Lender for each CBIL Lending Period. The Claim

Limit area within the Guarantees Portal should resemble the following:

EFG Phase 1 (FY 2009/10)

Claim Limit: £31,855,705
Pre-claimed Realisations: £2,549,494
Settled Amount: £34,419,192
Amount Remaining: £0
Percentage Remaining: 0%

5.5 Other Functions

There are several ‘Other Functions’ located on the ‘Home’ page:

Function Description Link
Change Password Change the existing 3.4 Changing a Password

User password.

Log out Log out of the N/A

Guarantees Portal.

Help Section Provides access to manuals 5.6 Help Section

and other helpful material.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 22
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5.0 Home Page

5.6 Help Section

There are several reference items that can be found via the ‘Help’ option on the home page

which provide help and support for Lenders.

Ask an Expert -

Function Description Link
Each Lender has a given Expert(s). 14.3 Manage
Lender ‘End User’ queries, if they select ‘Experts’

this option, will be directed to these
individuals (Experts).

‘Experts’ queries however, will be directed
to British Business Bank plc.

All queries that require British Business
Bank’s attention — ought to come via the
Lender’s ‘Experts’ via ‘Ask BBB’ and not
directly to BBB or its employees. This will
ensure that the appropriate BBB team
member receives the query.

If Lenders deal with internal queries by some
other mechanism, then this process remains
unaffected and should continue i.e. the

‘Ask an Expert’ option is simply an alternative
escalation mechanism for the Lender’s

‘End Users’.

British Business Bank
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5.0 Home Page

Manuals Description

CBIL Term Loan & Revolving Credit Facility The policy document on CBIL.

Lender Manual

CBIL Invoice Finance Facility & Asset Finance The policy document on CBIL.

Lender Manual

CBIL Term Loan & Revolving Credit Facility The guidance document for using the

Guarantees Portal Manual Guarantees Portal.

CBIL Invoice Finance & Asset Finance The guidance document for using the
Guarantees Portal Manual Guarantees Portal.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 24

Facility Guarantees Portal Manual October 2021



5.0 Home Page

Downloads Description Link
CBIL Facility Letter Wording  The wording that Lenders need to
incorporate into their facility/offer letters

in respect of CBIL Facilities.

Personal Private The document that the

Residence Declaration Borrower/Guarantor needs to sign that
they have voluntarily agreed to utilise
the proceeds (either sale or re-mortgage)

to reduce their exposure in relation to a

CBIL facility.
2007 SIC Code Document A PDF document that will allow End 15.1 SIC 2007
Users to undertake a comprehensive Document

search via SIC descriptions/older codes

and provide the 2007 equivalent code.

As outlined above, if the Lender ‘Expert’ is unable to provide an answer to the Lender’s
End User, then the Lender ‘Expert’ should contact British Business Bank plc via the ‘Ask an

Expert’ option.
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6.0 Search Options

There are several methods of searching for a CBIL facility from the ‘Home’ page as shown in

screenshot 6.1.

Guarantees Portal Screen 6.1: Home Page/Search Options

Guarantees Portal

Facilty Pogolo  New Facilly Reporis ~ Seggh Lookup Faciity o Option 1
Welocfne back- —
st vis e e | .
Your last vis{ was about 1 hour ago. I——— | OptIOl'l 2
Alerts For The Next 60 Days
) -
Option 3
Eligible facilities which will be removed if not progressed @
25 Facllities 52 Facilities 191 Facilities
am N
0 days 30 days 60 days
Facilities which will have the guarantee removed if not drawn @
4 Facllities 5 Facilities
0days 30 days 60 days
Facilities assumed to have been Repaid due to lack of updates @
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6.0 Search Options

6.1 Option 1- Lookup Facility

(Using the Facility Unique Reference Number)

The Guarantees Portal generates a Unique Reference Number for each CBIL facility which can

be used to locate the facility from the home page as shown in screenshot 6.1.

The User can input the reference number in the appropriate area provided (white elongated
oval with the words ‘Lookup Facility’ in it) and press the return key. If the User clicks within

the white oval and presses return — the entire portfolio will be exposed (this should be avoided).
The facility reference when being typed will provide several options available when

4 characters have been entered (if a facility contains those 4 characters (auto complete
functionality)). If the User selects the facility from one of the options that become exposed,

it is essential the User ensures that they are selecting the correct facility to update.

Once the appropriate facility has been selected — or the facility reference characters have
been entered in their entirety (and the User has pressed ‘return’) the Facility Summary screen

will be shown for the specified facility, as shown in 6.1.1: Summary.

To access further details — the User will need to select ‘Facility Details’.
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6.0 Search Options

Guarantees Portal Screen 6.1:1: Summary

Guarantees Portal

Facility Portfolio  New Facility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility FUB6AX8+01

Facility Summary for FUB6AX8+01 Export CSV
Facility Scheme: CBILS

Facility Type: Term Facility

State: Eligible

Amount: <not assigned=

Business name: <not assigned=

Last modified: 24/09/2020 11:51.49

Modified by: Damo API User

Facility details “aciity Detals  Facility Changes  View Audit Log

Data Protection and Disclosure Declaration
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6.0 Search Options

6.2 Option 2 - Search (For a Facility)
(Using Other Search Criteria)

There are two types of search criteria, ‘Basic’ and ‘Advanced’ as shown in screenshot 6.2.

Several criteria can be used to refine the search.

The current options available include a search by:

Legal name of the applicant business

Trading name

Applicant’s numerical reference (i.e. Company Registration Number;

Charity Number; VAT Number; UTR Number) and

Facility state

The ‘Advanced’ option allows other criteria such as lending limit, loan amount ranges, maturity
date ranges, loan purpose, postcode, modified date range, last modified User and generic field
data to be included in the search. The Business Name of the Applicant and the Trading Name
search will show results for any word or part of a word contained in the facility details. To
select more than one option within the drop down boxes, use the ‘CTRL’ key in conjunction

with a mouse ‘click’.
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6.0 Search Options

‘ Guarantees Portal ‘

Facility Portfolio New Facilty Reports ~ Search Lookup Facility

Home

Search

From this page you can locate an EFG/SFLG facility using basic or advanced search criteria
(Tip. If required, you can select more than one option by using the Ctrl and Shift keys in conjunction with your mouse).

When you have entered your Search criteria click on the 'Submit' bution.

What is the legal name of the Applicant business?
What is the trading name?
What is the company registration number?

What is the Facility? All states
Rejected
Eligible
Cancelled
Incomplete
Completed
Offered
Guaranteed
Lender demand

What is the lender’s facility reference?

Sorting
Select the sort option Business Name
Select the sort order O Ascending @ Descending

Show Advanced Search Options

Search
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6.0 Search Options

Guarantees Portal Screen 6.2b: Advanced Search Options

Advanced
Whatis the appropriate Lending Limit? lender-15 A
Base 2006/07
Transter 2006/07
SFLG Transfer FY 2012/13
Transfer 2007/08
Transfer 2008/09
Supplementary Base 2007/08
Base 2008/09 =
EFG Base FY 2009/10
Facility from £
Facility to £
Facility date from dd/mmfyyyy
Facility date to dd/mmfyyyy
Whatis the appropriate facility purpose? Replacing existing finance (original) -
Buying a business
Buying a business overseas
Developing a project
Expanding an existing business
Expanding a UK business abroad
Export
Improving vessels (health and safety) -
Increasina size and power of vessels
Whatis the post code ofthe Applicant's main business
address?
Last modified date from da/mmfyyyy
Last modified date to da/mmiyyyy
Who was the last modified user? All v

Generic lender feld 1
Generic lender field 2
Generic lender field 3
Generic lender field 4

Generic lender field 5

Hide Advanced Search Options .
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6.0 Search Options

The Search Results screen will expose all the facilities which match the search criteria as

shown in screenshot 6.2.1. To view the facilities, click on the appropriate reference which will

then show the ‘Facility Summary’ Screen for that facility.

Guarantees Portal Screen 6.2.1: Loan Search Results/Searching on Business Name ‘Test’

Guarantees Portal

Facility Portfolio New Facility Reports ¥ Search Lookup Facility

Home / Search

Search Results
42108 results found

Reference Business name Trading Name  Amount Maturity Date Last Updated

XTUDSFH+01 ZLd £149,077.60 02 March 2024 12 February 2021

CY8PWKC+01 Widgets Ltd Brilliant £12,345.00 20 October 2020
Widgets

2K3MHEB+01 Widgets Ltd Brilliant £12.34400 20 October 2020
Widgets

ERSEDKV+01 Widgets Ltd Brilliant £12,345.00 20 October 2020
Widgets

36FQZDX+01 Widgets Ltd Brilliant £12,345.00 03 April 2023 12 March 2021
Widgets

9AF3BT2+01 Widgets LTD Brilliant £12,345.00 20 October 2020
Widgets

D5S7DGK+01 Widgets LTD Brilliant £12,345.00 14 April 2022 14 April 2020
Widgets

SDK2EFM+01 Widgets BBB £12,345.00 15 April 2022 08 April 2020

FOMN9G4+01 VED Test Ltd £30.000.00 07 May 2026 11 August 2020

3XFZHDQ+01 VED 4 Test Ltd £50,000.00 06 May 2026 12 November

2020
T5UJLCV+01 VED 3 Test Ltd £30.000.00 06 May 2026 10 August 2020
P69QCZ8+01 VED 2 Test Ltd £30,000.00 20 November
2020
NUQ798N+01 Update BBBQA123 £300.000.00 30 November 04 August 2020
2023
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6.0 Search Options

6.3 Option 3 - (View your) Facility Portfolio

or View Facility Portfolio

The User can select either ‘View Facility Portfolio’ or ‘Loan Portfolio’ links from the Home Page.

The ‘Facility Portfolio” screen will then be displayed as shown in screenshot 6.3. To view
facilities within each ‘Facility State’, the User must click on the light blue numbers within each
column. This will then display facilities in a similar format to the ‘Search Screen’ as detailed in
screenshot 6.2.1. To access the appropriate details, the User must click the loan reference —

once the cursor reverts to a ‘{b
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6.0 Search Options

Guarantees Portal Screen 6.3: Facility Portfolio

Facility Portfolio New Facility

Reports ¥ Search

Lookup Facility

Home
Facility Portfolio
State EFG BBLS CBILS CLBILS Total
Rejected 693 0 675 @— 52 5%
Eligible 0 344 272 1" 627
Cancelled 2794 188 184 2 3168
Incomplete 0 1 1 1 3
Completed 0 m 121 3 295
Offered 0 9 13 1 23
Guaranteed 1346 779 613 5 2743
Lender Demand 122 6 7 6 141
Repaid 4897 67 43 1 5008
Not Demanded 130 0 1 0 131
Auto Cancelled 227 an 1009 12 1659
Removed 43 2 7 0 52
Auto Removed 1393 0 0 0 1393
Settled 1328 130 88 70 1616
Realised 370 18 28 18 434
View Legacy SFLG and SFLG Facility Portfolio
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6.0 Search Options

6.4  Facility Summary Screen

For each facility, the ‘Facility Summary’ screen as shown in screenshot 6.4 can be accessed
following a search (see 6.1 Option 1- Lookup Facility (Using the Facility Unique Reference
Number), 6.2 Option 2 - Search (For a Facility) — (Using Other Search Criteria)

or 6.3 Option 3 - (View your) Facility Portfolio or View Facility Portfolio).

Guarantees Portal Screen 6.4: Facility Summary

Guarantees Portal

Facility Portfolo  New Facility Reports ¥ Sear ookup Facility

Home / Facility Portfolio / Facility 38BFNFSL+01

Facility Summary for 3BFNFIL+01 Export CSV

Facility Scheme: CBILS
Facliity Type: Term Faclity
State:! Guaranteed
Amount: £12,000.00
Business name: CBILS

Last modified:

Modified by:

Facility Details Facility Changes View Audit Log

‘Change Amount or Terms Demand to Borrower Repay Facility Data Correction

— -

For each facility, there are summary details which can be viewed immediately, loan

details/changes and audit log details that can be viewed via the appropriate button and other

‘Actions’ that can be undertaken by the User, dependent on the state of the facility.

British Business Bank CBILS Term Loan & Revolving Credit  Version 1.0 35
Facility Guarantees Portal Manual October 2021



6.0 Search Options

6.4.1 Loan Summary Options
For every facility on the Guarantees Portal, the following ‘Details’ can be viewed at any time

from the Loan Summary screen.

Action Details

View Audit Log Details of the User who has input/amended the facility.
View Facility Details Details of the facility that have been input.
View Facility Changes Details of any changes made to the facility.

6.4.2 Actions

The ‘Actions’ available will vary depending on the ‘Facility State’. See the relevant sections for

the ‘Actions’ available for each Facility State (starting Section 8.0 Actions After Eligible).
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6.0 Search Options

6.5  Printing Documents

Throughout the Guarantees Portal, there are several documents that can be generated.

To print the documents in the web browser Google Chrome there are several options, as
shown in screenshot 6.5. As the documents generated are in a pdf format, if copying and
pasting into MS word or similar, Users may experience some issues with regards to alignment

and formatting.

Guarantees Portal Screen 6.5: Print Options

@ lenders | Enterpeise Financ: X | ([ EFG| Trelo x | @ Facility CBIEVSD+01 hasb: X = @ state aid letters pdf x Term Loan Provisional Elig: X | 4 = o X

<« C O @ training-efg.british-business-bank.co.uk/facilities/1531/state_aid_letters pdf * O
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6.0 Search Options

6.5.1 Saving PDF Documents

Using Google Chrome and the tools ‘Dots’ option outlined in 6.5, the User can also save pdf
versions of documents e.g. the Data Protection and Disclosure Declaration. Users may need to
save the document and forward to another colleague within the organisation — so by saving the

document the User will be able to attach the document to an email.

Guarantees Portal Screen 6.5.1: Saving a Document

B | ) Facllty Ghanges | Guarantees P X | 7] Facility Summary for DGVWEGK X | (1) Guarantees Poral | Tello st | ® nowto CoeT X
< C @ & nhttps//training-efg.british-business-bank.co.uk/facilities/11401 B Newwindow culeN
2 InPrivat; do Ctrl+Shifes
Guarantees Portal — Training . B2 New InPrivate window trl+Shift+N -
Zoom - 3% + | 2
Facility Portfolio  New Facility Reporns Searc Lookup Fz
€= Favarites Cll+ Shift+O
Home ! Facility Portfolio ! Faciity DGVWEGK+01 ®  History CulsH
Facil J  Downloads Ctrl+)
acilit
y B Aces >
{3 Extensions
@ Collections CdeShifte¥
@ Print Cirl+P
& Web capture Ctrl=Shift+S
Business name: DDA Limited
Last modified: 2210312021 15:20.37 & Sshare
Modified by: _ &) Find on page Cirl<F
B savepsgeas Cul+S N Read aloud Clrl+ ShiftsU
~ = Viewd A Read alou 11+ Shift
) Cast media to device More took >
Change Amount or Terms Record Agreed Dri
2 Pinto taskbar 83 Settings
Current Repayment Plan Launch taskbar pinning wizard @ Holp and foedback 5
Browser lask manager shift+Esc Close Microsoft Edge
. @ Developer tools Ctel= Shift+|
{ ]
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6.0 Search Options

6.6 Download a ‘Facility Report’

From the Home page, the User can generate a facility report. Once the appropriate variables
have been selected by the User and submitted (via the blue submit button) — the report can be
downloaded by clicking on ‘Download Report’. This can then be opened by selecting ‘Open’ or
saved by selecting ‘Save’ or ‘Save as’ as shown in screenshot 6.6. The file if simply saved will be
saved as a ‘.csV’ file as <date>_facility report. If opened, it will be opened in Excel but Users will

need to save as an Excel file type if this is their preferred format.

Also see 13.2.1 Generate Facility Report

Guarantees Portal Screen 6.6: Download Report Extract — Open or Save File

Create Facility report

Privacy Policy Cookie Usage

@ British Business Bank 2020. All Rights Reserved.

B89 2020-04-09 facility...csv A
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7.0 Provisional Eligibility Assessment

7.1 Completing the Provisional Eligibility Assessment

From the Home page select ‘New Facility’ or ‘Start New Facility Application” as shown in

screenshot 7.1.

Guarantees Portal Screen 7.1: Home Page/New Facility — Start New Facility Application

Guarantees Portal

Lookup Facility

Welcome ba:+ [ :

Your last visit was about 1 hours ago

View Facility Portfolio

Facility Alerts Hor The Next 60 Days
L

} Check provisional eligibility

Eligible facilities which will be removed if not progressed @

13 Facilities 54 Facilities ]2 Facilities
—_ o B l___lI P
0 days 30 days 60 days

Facilities which will have the guarantee removed if not drawn @

4 Fiilities 5 Facilities
il | il
Various details relating to the Applicant and the Facility are requested. At this stage, no name or

address details of the borrower are requested and therefore the provisional eligibility check

is anonymous.

The Guarantees Portal will determine whether an applicant is provisionally ‘Eligible’ or
‘Ineligible’ for a CBIL Facility. At the level of the individual transaction the delivery of CBIL,
including Eligibility Assessment is fully delegated to the accredited Lender. In the event of any
doubt by the Lender, provisional eligibility should be checked on-line via the Guarantees Portal

at the earliest opportunity to avoid any potential wasted effort by the Lender or Applicant.
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7.0 Provisional Eligibility Assessment

Guarantees Portal Screen 7.1.1: What Type of Facility is Required?

Guarantees Portal

Searct

Home

What type of facility is required?

Lenders will only see the Types of facilities that they have been accredited to use. If a Lender
has been accredited to use more than one type of lending, then they will need to select the

appropriate type for the lending being undertaken.
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7.0 Provisional Eligibility Assessment

Guarantees Portal Screen 7.1.2: Check Provisional Eligibility

Declaration by Lender

Provisional Eligibility

The Coronavirus Business Interruption Loan (the "CBIL
Scheme®) is being delivered through the amendment and
adaption of the Enterprise Finance Guarantee ("EFG")
Scheme Agreement and processes. From 23 March 2020,
the CBIL Scheme will replace the old EFG Scheme. Any
references to EFG or the Enterprise Finance shall be read
and construed as references to CBIL and the Coronavirus
Business Interruption Loan Scheme.

Declaration by Lender

In order to be eligible for the CBIL Scheme, the applicant must
have confirmed that it has been impacted by the Coronavirus
(COVID-19) and you must also consider the applicant to be
viable, in line with the test of viability set out in the CBILS
Launch Letter (as reproduced below).

For these purposes, “viable" means that the applicant, or the
applicant’s group, has a viable business proposition assessed
according to your normal commercial lending criteria. However,
where there are some concerns over the short-to-medium term
business performance due to the uncertainty and impact of
Coronavirus (COVID-19), provided you reasonably believe that
(a) the finance will help the SME trade-out of any short-to-
medium term cashflow difficulty, and (b) if the facility is granted,
the SME should not go out of business in the short-to-medium
term, then the proposition may be considered eligible under the
CBIL Scheme.

In determining the eligibility under CBILS for smaller value
facilities (e.g. those under £30,000) rather than assessing
viability in accordance with the above paragraph (including
disapplying paragraphs (a) and (b) in the paragraph above) you
may decide that an appropriate approach (either for individual
facilities or generally) in considering the eligibility of the
applicant is to consider the credit worthiness of the applicant
based on the normal unsecured credit score methodology
and/or approval cut off (including any appeals process) that you
would have applied prior to any changes to reflect Coronavirus
(COVID-19) impact. This determination should be based on your
internal ratings based on your credit models, as determined
prior to the Coronavirus (COVID-19) impact, and in line with
your regulatory requirements.

An applicant may self-certify that it has been impacted by the
Coronavirus (COVID-19).

. Confirm
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7.0 Provisional Eligibility Assessment

Question

Number Required

in7.1.2 Question Input Comments

1 In order to be eligible for the CBIL Scheme, the Confirm To be eligible
applicant must have confirmed that it has been for CBIL, the
impacted by the Coronavirus (COVID-19) and you box must be
must also consider the applicant to be viable, in line checked.

with the test of viability set out in the CBILS Launch
Letter (as reproduced below).

For these purposes, “viable” means that the
applicant, or the applicant’s group, has a viable
business proposition assessed according to your
normal commercial lending criteria. However,
where there are some concerns over the short-to-
medium term business performance due to the
uncertainty and impact of Coronavirus (COVID-19),
provided you reasonably believe that (a) the
finance will help the SME trade-out of any short-to-
medium term cashflow difficulty, and (b) if the
facility is granted, the SME should not go out of
business in the short-to-medium term, then the
proposition may be considered eligible under the

CBIL Scheme.
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7.0 Provisional Eligibility Assessment

Question

Number Required
in7.1.2 Question Input Comments

In determining the eligibility under CBILS for smaller
value facilities (e.g. those under £30,000) rather
than assessing viability in accordance with the
above paragraph (including disapplying paragraphs
(a) and (b) in the paragraph above) you may decide
that an appropriate approach (either for individual
facilities or generally) in considering the eligibility of
the applicant is to consider the credit worthiness of
the applicant based on the normal unsecured
credit score methodology and/or approval cut off
(including any appeals process) that you would
have applied prior to any changes to reflect
Coronavirus (COVID-19) impact. This determination
should be based on your internal ratings based on
your credit models, as determined prior to the
Coronavirus (COVID-19) impact, and in line with
your regulatory requirements.

An applicant may self-certify that it has been
impacted by the Coronavirus (COVID-19).
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7.0 Provisional Eligibility Assessment

The formal approval received from the European Commission
does not permit the scheme to be used where an applicant was
“undertaking in difficulty” as at 31 December 2019.

This includes businesses that have accumulated losses greater
than half of their subscribed share capital as at 31 December
2019, as well as businesses that entered into collective
insolvency proceedings or fulfilled the criteria to be put into
collective insolvency proceedings, businesses that have
previously received rescue aid that is yet to be reimbursed or
restructuring aid and are still under a restructuring plan, and
businesses that are not SMEs and that have fallen below
solvency ratios for the previous two years in each case, as at 31

December 2019.

For facilities under £30,000, the “"undertaking in difficulty” test
does not apply as a facility of this level is considered to involve a
de minimis amount of State aid. For facilities of £30,000 and
above, the Lender must be satisfied that the applicant was not
an undertaking in difficulty as at 31 December 2019 to be

eligible for a CEIL Facility.

Please refer to Article 2 (18) of the Commission Regulation (EU)
No 65172014 of 17 June 2014 for a full definition of

undertakings in difficulty.

Either the applicant must confirm, or the Lender must be
satisfied that the applicant was not an undertaking in difficulty
as at 31 December 2019, to be eligible for a CBIL Facility.

. Confirm
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7.0 Provisional Eligibility Assessment

Question

Number Required

in7.1.2 Question Input Comments

2 The formal approval received from the European Confirm To be eligible
Commission does not permit the scheme to be for CBIL, the
used where an applicant was “undertaking in box must be
difficulty” as at 31 December 2019. checked.

This includes businesses that have accumulated
losses greater than half of their subscribed share
capital as at 31 December 2019, as well as
businesses that entered into collective insolvency
proceedings or fulfilled the criteria to be put into
collective insolvency proceedings, businesses that
have previously received rescue aid that is yet

to be reimbursed or restructuring aid and are still
under a restructuring plan, and businesses that
are not SMEs and that have fallen below solvency
ratios for the previous two years in each case,

as at 31 December 2019.
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7.0 Provisional Eligibility Assessment

Question

Number Required
in7.1.2 Question Input Comments

For facilities under £30,000, the “undertaking in
difficulty” test does not apply as a facility of this
level is considered to involve a de minimis amount
of State aid. For facilities of £30,000 and above,
the Lender must be satisfied that the applicant was
not an undertaking in difficulty as at 31 December
2019 to be eligible for a CBIL Facility.

Please refer to Article 2 (18) of the Commission
Regulation (EU) No 651/2014 of 17 June 2014 for
a full definition of undertakings in difficulty.

Either the applicant must confirm, or the Lender
must be satisfied that the applicant was not an
undertaking in difficulty as at 31 December 2019,
to be eligible for a CBIL Facility.
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7.0 Provisional Eligibility Assessment

Guarantees Portal Screen 7.1.3: High Level Eligibility Check

High Level Eligibility Check

Is the Applicant an SME?

g Yes No

Is the turnover of the business (group) less than £45m?

Please confirm you have not taken personal guarantees for
facilities < £250,0007 Or you have not taken 2 personal
guarantee for facilities above £250,000 which are not in line with
the scheme criteria.

E Con:lr'n

Is a Principal Private Residence to be charged in connection with
the granting of this facility?

B vcs N &

This is a generic check against the fundamental EFG eligibility criteria. Any information specific to the business and the
proposed facility entered subsequently takes precedence for the purpose of determining eligibility.
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7.0 Provisional Eligibility Assessment

About the Borrower and their Loan

High Level Eligibility Assessment

Question

Number Required

in7.1.2 Question Input Comments

3 Is the Applicant an SME? Yesor No  To be eligible
for CBIL, the

answer must

be “Yes”.
4 Is the turnover of the business (group) less Yesor No To be eligible
than £45m? for CBIL, the

answer must

be “Yes”.

5 Please confirm that you have not taken personal Confirm To be eligible
guarantees for facilities < £250,0007 Or you have for CBIL, the
not taken personal guarantees for facilities more answer must
than £250,000 which are not in line with the be “Confirm”.
scheme criteria?

6 Is a Personal Private Property to be charged in Yesor No To be eligible
connection with the granting of this facility? the answer

must be “No”.
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7.0 Provisional Eligibility Assessment

7.2  Facility Status - Eligible or Rejected

When the Eligibility Check is complete, the Guarantees Portal will provide one of

three responses:
— Facility is Eligible
— Facility Loan is Ineligible

— Facility Loan details are missing/error messages will highlight the areas that

need attention

‘FACILITY IS ELIGIBLE’ - If all the eligibility criteria are satisfied, the system will indicate that
the Facility meets the eligibility criteria for CBIL and will be saved as ‘Eligible’ as shown in
screenshot 7.2. At this point a ‘Unique Reference Number’ will be allocated. It is important that

this is recorded for future reference.

Guarantees Portal Screen 7.2: Facility Is Eligible/System Response

Guarantees Portal

Facility Portfolio New Fadility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility 9ZW4EAH+01

Facility is eligible @
Your facility reference is: 9ZW4EAH+01

This page confirms that your application is most likely to be eligible. You will need to complete the Facility Entry process before a
final decision can be made.

View Facility Summary .

This eligibility decision can be e-mailed for convenience (for internal use only).

Email S

Send
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7.0 Provisional Eligibility Assessment

On returning to the Facility Summary screen — the User will see the following:

Guarantees Portal Screen 7.2.1: Facility Is Eligible/Summary Screen/Next Steps

Guarantees Portal

Facilty Portfolio New Facility Reports ¥ Search Lookup Facility

Home [/ Facility Portfolio / Facility S2ZWAEAH+01

Facility Summary for 9ZW4EAH+01 Export CSV
Facility lhama: BBLS
Facility e: Term Facility
State: Eligible
Amount: <not assigned>
Business name: <nol assigned>

Last moc fied: 23/03/2021 13:35:15
woreske

Facility Details Facility Changes View Audit Log

Cancel Facility ‘

Data Protection and Disclosure Declaration

The details within screenshot 7.2.1 can be recalled from the Home Page by using the ‘Search

Functions’ as detailed in Section 6.0 Search Options.

Eligible facilities will remain on the Guarantees Portal for 6 months before being automatically

removed if not progressed.

If one or more of the eligibility criteria are not satisfied, the Guarantees Portal will show the
Facility as ‘Ineligible’ and list the reason(s) why. The Facility will be saved as ‘Rejected’, as

shown in screenshot 7.2.2.
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7.0 Provisional Eligibility Assessment

Guarantees Portal Screen 7.2.2: Facility Is Ineligible — Reasons for Rejection

Guarantees Portal — Training

ytfolio New Facility Reports » Searct Lookup Facility

Home / Facility Portfolio / Facility H292FPD+01

Facility Summary for H292FPD+01 Export CSV
Facility Scheme: CBILS

Facility Type: Term Facility

State: Rejected

Amount: <not assigned>

Business name: <not assigned=

Last modified: 10/03/2021 11:38:19

Facility Details Facility Changes View Audit Log

1. Tumover is greater than £45 million. The size of business eligible to benefit from CBILS is determined by turnover. The

maximum tumnover limit of £45 million is intended to accommodate the majonty of Small and Medium-Sized Ent =13
(SMEs) The turnover figure used in the eligibility assessment is taken from the most recent information available to the Lender
about the Applicant and should be the same as that used by the Lender in making the commercial decision to lend

Once a facility has been ‘Rejected’, it is not possible to amend the details (the system will,
however, allow Users to enter details that are missing before rejection). Therefore, if a Facility
has been rejected due to the incorrect details being input (e.g. wrong purpose being selected) a
new eligibility check will be required. As with an ‘eligible’ facility — there is the functionality to

email a colleague with the Guarantees Portal’s decision.
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7.0 Provisional Eligibility Assessment

7.3 Eligibility Decision — Internal Email Option

The eligibility decision can be emailed internally within the Lender’s organisation for

convenience but should not be used to communicate directly with applicants.
7.4  View Facility Summary

To proceed to the ‘Facility Summary’ screen, select ‘View Facility Summary’. To revert to the
‘Home’ page select the text ‘Guarantees Portal” at the top of the page or utilise the

‘breadcrumb’ functionality.
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8.0 Actions After Eligible

8.1 Actions Available

If the facility is in the ‘Eligible’ state, then the ‘Facility Summary’ will show the following options:

Action Details

Facility Details To view the details of the Facility.

Facility Changes To view the changes made to the Facility.

View Audit Log To view audit details specific to the Facility.

Facility Entry To input the details of the Facility.

Cancel Facility To remove this entry. There is no requirement to remove ELIGIBILITY

CHECKS as the Guarantees Portal will automatically delete any entry

which has not been amended for 6 months.

Data Protection and  To print off the Data protection and Disclosure

Disclosure Declaration Declaration documents.
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8.0 Actions After Eligible

Guarantees Portal Screen 8.1: Details and Actions for an Eligible Facility

Guarantees Portal

Facility Portfolio New Facility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility 9ZW4EAH+01

Facility Summary for 9ZW4EAH+01 Export CSV
Facility Scheme: BBLS
Facility Type: Term Facility
State: Eligible .
Amount: <not assigned>
Business name: <not assigned>
Last modified: 23/03/2021 13:35:15
Modified by:

Facility Details Facility Changes View Audit Log

Facility Entry SurmoeRTEiE

Data Protection and Disclosure Declaration

8.2  Facility Entry

‘Facility Entry’ is the process where the full details about the Applicant and the Facility are
input. A Lender requires a “Data Protection and Disclosure Document” signed by the Applicant

before progressing to this stage (see 3.1 Documentation).
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8.0 Actions After Eligible

Guarantees Portal Screen 8.2.1: Facility Entry Screen for Term Loan and RCF

Guarantees Portal

New Facity eports Search Lookup Facility
Home / Facility Portfolio / Facility SNXBQTQ+01

Facility Entry

From this page you can complete the application for the Government Guarantee. Before entering any further information on this
page, the lender must have or is expected to receive the Data Protection and Disclosure Declaration signed by the Applicant and
checked the box by way of confirmation.

Foliowing completon of the Facility Entry sections of the application an indication of whether the proposed Scheme Facility is eligble
will be returned and f agreed the application can be progress to 'Offered

Please note that all the information within Facility Entry can be revised. however before progressing to Offered the information must
represent the final terms agreed with the Applicant as it cannot subsequently be changed

Before proceeding. please confirm that the Scheme's signed OYes ONo
Data Protection and Disclosure Declaraton has been recerved

Business Information

- What is the legal name of the Applicant business?

What is the trading name of the Applicant if the Applicant trades
under another business name?

. What is the legal form of the Applicant? Please select v
What is the Applicant's Company Registration Number (if
applicable)?

Which Standard Industrial Classification (SIC) code from the UK Pl sluct
Standard Industrial Classification 2007 best describes the
business sector in which the guaranteed faciity will be used?

What is the current (or where none, estmated) annual tumover £
of the Applicant (o, if the Appiicant is 3 Group Company, the
aggregate Group tumover)? Thia Thien G B0 s Astnetd

s (or will) more than 50% of the above turnover generated by OYes ONo
trading activity?

What is the estimated commencement of trading date of the dd/mmiyyyy
Applicant business?

VWhat is the postcode of the Applicant's main business address?
In nstances where the Applicant's postcode is not avadable

please enter the lender's branch postcode)

For banks only) What is the Sort Code of the bank branch or
business centre which onginated this application? (nnnnnn

The data entered here will confirm Eligibility as it should reflect the Yes or No responses given
in the Provisional Eligibility Check. It is therefore important to ensure the information is

entered accurately.
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Should any of the information change this can now be amended up until the time a facility is

drawn (see later).

Business Information

Question

Number Required

in 8.2.1 Question Input Comments

1 Before proceeding, please confirm that Radio button A signed form
a Data Protection and Disclosure is required.

Declaration signed by the Applicant has

been received or will be received.

2 What is the legal name of the Name of The system can
Applicant business? Business accept relatively long

Business names
(approx.
90 characters). If
names are longer than
@0 characters then
where possible, the
end Users must use
abbreviations and
other characters if
possible i.e.

“Ltd"/“&"etc.
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Question
Number
in 8.2.1

Question
What is the trading name of the
Applicant if the Applicant trades under

another business name?

What is the legal form of the Applicant?
DROP DOWN MENU

Sole Trader

Partnership

Limited Liability Partnership (LLP)
Private Limited Company (LTD)
Public Limited Company (PLC)

Other

What is the Applicant's Company

Registration Number (if applicable)?

Which Standard Industrial Classification
(SIC) code from the UK Standard
Industrial Classification 2007 best
describes the business sector in which

the guaranteed facility will be used?

Required
Input

Comments

Trading Name  Optional if the

of Business applicant uses
a different
trading name.
Select the

appropriate

legal form
Companies Required input
House fora LTD or LLP.

Registration

Number

Select the most
appropriate
SIC code
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Question

Number Required

in 8.2.1 Question Input Comments

7 What is the current annual (or where Annual Use the most recent
none the estimated) turnover of the Turnover accounts or
Applicant (or if the Applicant is a Management
Group Company, the aggregate Information to
Group turnover)? determine the

Annual Turnover.
Annual Turnover
should be less

than £45m.

If part of a group, use
the consolidated
group accounts to
determine turnover.
For Start Ups, use

forecast turnover for

the first year
of trading.
8 Is (or will) more than 50% of the above Radio button If ‘No’ the facility will
turnover generated by trading activity? be ineligible.
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Question

Number Required
in 8.2.1 Question Input

9 What is the Commencement of Trading Date the
Date of the Applicant business? business
(dd/mm/yyyy). started trading
10 What is the postcode of the Applicant's Postcode

main business address?

1 (For banks only) What is the Sort Code Sort Code in
of the bank branch or business centre = number format
which originated this loan application?  (nnnnnn) with

No spaces

Comments

Needs to be input in
dd/mm/yyyy format.
Including the // —The
date cannot be more
than 6 months in the

future.

If the Applicant's
postcode is

not recognised
(e.g. for a new
property) enter the

Lender’s postcode.

For bank use only
where the branch has
a Sort Code. No
spaces or separators

are required.

Note: The first 11 questions are the same for Term Loan and RCF facilities, the following table

covers the next steps for Term Loan. Please find the next steps for RCF after this.
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8.0 Actions After Eligible

Guarantees Portal Screen: Facility Entry Screen 8.2.2 For Term Loan

Facility Information
What is the total overall sze of the facility to be provided? £

15 ary sdditional sexurty (e.g. personsl guarantee or charge Yes No

sken from the Applcant specifically in

connection with providing this EFG Scheme Facility?

charged at a faed or variable rate

Plcase enter the interest rate margin applicable to ths facility

Plcase enter the total value of any arrangement, insurance or £

© Repayment Amoury

The initial value of the fadility covered by the £EFG guarantee & £ 000
Repayment profile ® Repay to Zero
What is the term of the facility for which the guarantee is years
fequ red?
At equency will the Applcant make repayments of the Please select
prnc >f the Scheme Facility?
What is the principal purpase for which the Scheme Facility will Please select
be used for?

- Lender's facility reference

. Please indicate whether the interest on this facility & to be Varnable Foed

other fees (but exchluding interest and the EFG Guarantee Fee
the Appiicant will be charged in connection with the facility

being prowded

months

t - capetal anly
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8.0 Actions After Eligible

Question

Number Required

in 8.2.2 Question Input Comments

12 What is the total overall size of the Amount of Enter between
facility to be provided? facility £1,000 and £5m.

Commas and fullstops

can be entered.

13 Is any additional security being taken Radio button  Yes or No.
from the Applicant specifically in

connection for this facility?

13a If Yes, the answer to the above —the

following questions appear.

13a1 Please select the principal type of asset
over which a charge has been taken to
provide security:
Residential property other than PPR;
Commercial Property;
Shares and other securities;
Cash on deposit;
Plant, machinery or other
business equipment;
Raw materials or stock;
Personal vehicle, boat or other asset;
Personal Life Insurance or other policy;
Debenture or Floating Charge;

Personal Guarantee — Supported;
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Question
Number
in 8.2.2 Question

14 The initial value of the facility covered

by the CBIL guarantee is

15 Repayment Profile.

15a If Repayment Amount selected

additional question: Fixed

Required
Input

None

Radio button

Amount of

regular capital

Comments

Pre-filled from the

amount of the facility.

Term Loan: Repay to
zero —assumes a
straight line
repayment of the
facility over the term;
Repayment Amount —
if the borrower wants
to make a fixed regular
capital repayment to
repay the facility that
does not equate to
an exact number

of months.

Enter amount in

pounds and pence.

repayment Amount. repayment
16 What is the term of the Facility for Term of facility Up to 6 years for
which the Guarantee is required? Term Loan.
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Question

Number Required

in 8.2.2 Question Input Comments

17 At what frequency will the Applicant Drop down Select appropriate
make repayments of the principal on frequency.

the scheme facility?

DROP DOWN MENU

Monthly
Quarterly
Half-yearly
Annually

Single repayment — on maturity
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Question
Number
in 8.2.2 Question

18 What is the purpose for which the

Scheme facility will be used?

DROP DOWN MENU

Start-up costs;

General working capital requirements;
Purchasing specific equipment

or machinery;

Purchasing licences, quotas or other
entitlements to trade;

Research and Development activities;
Acquiring another business within

the UK;

Expanding an existing business within
the UK;

Replacing existing internal finance;

Replacing existing external finance
19 Lender’s Facility Reference.

20 Please indicate whether the interest
on this facility is to be charged on a

fixed or variable rate.

Required
Input

Drop down

Free form

Radio button

Comments

Select appropriate

field.

Select Fixed or

Variable.
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Question

Number Required

in 8.2.2 Question Input Comments

21 Please enter the interest rate margin Enter a number Need to enter the

applicable to this facility. specific to the percentage rate —no

interest need to enter the %
percentage sign i.e. for 5% enter 5.

22 Please enter the total value of any Enter total as

arrangement, insurance and other fees an amount
the Applicant will be charged in
connection with this facility

being provided.

Guarantees Portal Screen 8.2.3: Facility Entry Screen for Term Loan

Lender Information

v
23
24 Sub lender '
25 e
ma ‘b:‘
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8.0 Actions After Eligible

Lender Information

Question

Number Required

in 8.2.3 Question Input Comments

23 What is the Lending Limit against which None Pre-filled. However
this facility is to be allocated? (Note the date of the
that the date of the Scheme Facility Scheme Facility Letter
Letter must fall within the validity of the must fall within the
Lending Limit). period of the Lending

Limit being used.

24 Sub Lender (only visible for Lenders Drop down Select appropriate
with sub-lenders). lender from the
drop down.
25 Enter any Lender specific information  Free format These fields can be
to be captured for this application. used to capture other
(For optional internal use). Fields 1-5. dataif a Lender

desires/or must be
used depending on
the Lender and the

Loans state.
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Guarantees Portal Screen 8.2.4: Facility Entry Screen for RCF

Facility Information

s any additional security (e.g. personal guarantee or charge Yes No
over other

being taken from the Applicant specifically in
connection with providing this CBILS Facility?

The initial value of the facility covered by the CBILS guarantee £

Repayment profile Interest Only

What is the term of the facility for which the guarantee is years months
required?

Will the amount guaranteed amortise over or remain fixed Fixed

throughout the term?

What is the principal purpose for which the Scheme Facility will Please select v
be used for?

What type of agreement will be supported by the Guarantee? v
Lender's facility reference

Please indicate whether the interest on this facility is to be Vanable Fixed

charged at a fixed or variable rate:

Please enter the interest rate margin applicable to this facility:
Please enter the total value of any arrangement, insurance or
other fees (but excluding interest and the CBILS Guarantee Fee)

the Applicant will be charged in connection with this facility

being provided

Question

Number Required
in 8.2.2 Question Input Comments

12 Is any additional security being taken Radio button  Yes or No.
from the Applicant specifically in

connection for this facility?

12a If Yes, the answer to the above —the

following questions appear.
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Question

Number Required
in 8.2.2 Question Input

12a1 Please select the principal type of asset
over which a charge has been taken to
provide security:
Residential property other than PPR;
Commercial Property;
Shares and other securities;
Cash on deposit;
Plant, machinery or other
business equipment;
Raw materials or stock;
Personal vehicle, boat or other asset;
Personal Life Insurance or other policy;
Debenture or Floating Charge;

Personal Guarantee — Supported;

13 The initial value of the facility covered  None

by the CBIL guarantee is.

Comments

Pre-filled from the

amount of the facility.

14 Repayment Profile. Pre-filled Interest Only.
15 What is the term of the Facility for Term of facility Up to 3 years.
which the Guarantee is required?
16 Will the amount guaranteed amortise or Pre-filled Fixed.
remain fixed throughout the term?
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Question

Number Required

in 8.2.2 Question Input Comments

17 What is the purpose for which the Drop down Select appropriate
Scheme facility will be used? field.

DROP DOWN MENU

Start-up costs;

General working capital requirements;
Purchasing specific equipment

or machinery;

Purchasing licences, quotas or

other entitlements to trade;

Research and Development activities;
Acquiring another business within

the UK;

Expanding an existing business within
the UK;

Replacing existing internal finance;

Replacing existing external finance.

18 What type of agreement will be Drop down Select appropriate

supported by the Guarantee? field.
DROP DOWN MENU

Overdrafts
Fixed Term Revolving Credit Facilities

Trade finance in relation to a domestic

or import contract.

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 70
Facility Guarantees Portal Manual October 2021
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Question

Number

in 8.2.2 Question

19 Lender’s Facility Reference.

20 Please indicate whether the interest on

this facility is to be charged on a fixed or

variable rate.

21 Please enter the interest rate margin

applicable to this facility.

Required
Input

Free form

Radio button

Enter a number

specific to the

Comments

The Lender can input
either the Facility
number or a

Customer number.

Select Fixed or

Variable.

Need to enter the

percentage rate — no

interest need to enter the %
percentage sign i.e. for 5% enter 5.
22 Please enter the total value of any Enter total as
arrangement, insurance and other fees an amount
(but excluding interest) the Applicant
will be charged in connection with this
facility being provided.
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Lender Information

Lender Information

Question

Number Required

in 8.2.3 Question Input Comments

23 What is the Lending Limit against which None Pre-filled. However
this facility is to be allocated? (Note the date of the
that the date of the Scheme Facility Scheme Facility Letter
Letter must fall within the validity of the must fall within the
Lending Limit). period of the Lending

Limit being used.

24 Sub Lender (only visible for Lenders Drop down Select appropriate
with sub-lenders). lender from the drop
down.
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Question

Number Required

in 8.2.3 Question Input Comments

25 Enter any Lender specific information  Free format These fields can be
to be captured for this application. used to capture other
(For optional internal use). Fields 1-5. data if a Lender

desires/or must be
used depending on
the Lender and the

Loans state.
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8.3 Forms to be sent to the Applicant

Once the above information has been input, the Guarantees Portal will confirm that the facility

has been entered as shown in screenshot 8.3.

Guarantees Portal Screen 8.3: Facility has been Entered

Guarantees Portal

Facility Portfolio New Facility Reports ¥ Searct Lookup Facility

Home / Fagllity Portfolio / Facility BOONLG4+01

Facility B99NLG4+01 has been entered

Entry of information about the facility has now been completed and it meets the necessary criteria to obtain the guarantee.

In order to progress the facility, a Scheme Facility Letter should be sent to the Applicant. This Scheme Facility Letter should follow
the format adopted by your organisation for this type of facility. In addition, the following information should be provided to the
Applicant:

« The Applicant's Guarantee Fee Schedule for the facility. This can be generated from the Summary page.

View Facility Summary

Once the Facility Letter has been issued - the Guarantees Portal needs to be updated as
soon as possible and with best endeavours within 10 business days as per the CBIL

Guarantee Agreement to reflect that the Facility state has been moved to ‘Offered’.

See 9.2 Offer Scheme Facility section for how to progress the facility to an ‘Offered’ state.
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8.4 Repayment Plan

Guarantees Portal

acility Portfolio New Facility eports v Search

ookup Facility

Home / Facility Portfolio / Facility
Current Repayment Plan

Applicable from: 06/04/2021
Repayment profile: Repay to Zero
OQutstanding balance amount as of 06/04/2021: £100,000.00
Remaining repayment duration as of 06/04/2021: 72 months
Remaining capital repayment holiday as of 06/04/2021: 0 months
Maturity date: 06/04/2027

Question

Number Required

8.4 Question Input

1 What is the length of the initial Number of months of the
Capital Repayment Holiday? Capital Repayment Holiday.

2 Submit Click

The compulsory fields are the ‘Amount of Initial Draw’ and ‘“Term of the Facility’ and are carried

over from the Facility Entry. If there are to be tranche draws, the ‘Amount of Initial Draw’ may

need to be amended.
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The boxes under ‘Draw Information’ require input depending on the type of facility:

FOR TERM LOANS WITH SINGLE DRAWDOWN & NO CAPITAL REPAYMENT HOLIDAY:

— No extra input required

FOR TERM LOANS WITH CAPITAL HOLIDAYS:

— Input the capital holiday in the “Length of the Initial Capital Repayment

Holiday” field.

FOR TRANCHE DRAWDOWNS:

— Input the full amount of the facility assuming all tranches have been drawn.
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9.1 Actions Available

If the Facility is in the ‘Completed’ state, then the ‘Facility Summary’ will show the

following options:

Action Details
Facility Details To view details of the Facility.
Facility Changes To view any changes that have been

made to the Facility.

View Audit Log To view audit details specific to

the Facility.

Offer Scheme Facility To offer the CBIL Facility. This should
be done within 10 business days of

issuing the offer documentation.

Change Lending Limit To change the Lending Limit to which a

Facility belongs.

Amend Facility To change any facility details without
Details having to rekey all the Borrower’s

information from the beginning.

Cancel Facility To cancel the Facility. Entries not
amended for 6 months will be

automatically removed.

Link

9.2 Offer Scheme Facility

9.3 Change Lending Limits

9.4 Amend Facility Details

9.5 Cancel Facility
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9.2  Offer Scheme Facility

Select ‘Offer Scheme Facility’ from the ‘Facility Summary’ screen as shown in screenshot 9.2.

Guarantees Portal Screen 9.2: Facility Summary For Complete Facility

Guarantees Portal — Training

Facility Portfolio New Facilty Reports v Search Lookup Facility

Home / Facility Portfolio / Facility G38TENR+01

Facility Summary for G38T6NR+01 Export CSV
Facility Scheme: CLBILS
Facility Type: Term Facility
State: Completed
Amount: £250,000.00
Business name: Testing KF
Last modified: 20/08/2020 15:55:06

Facility Details Facility Changes View Audit Log

Change Lending Limt  Amend Fadiity Details
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The ‘Current Repayment Plan’ screen will be shown as in screenshot 9.2.1.

Guarantees Portal Screen 9.2.1: Current Repayment Plan

Guarantees Portal

Facility Portfolio New Facility C Invoices ~ Recoveries v Reports ~ Search ~ Quick Lookuy

Home / Facility Portfolio / Facility 6MRZ36R+01

Current Repayment Plan

Repayment profile: Repay to Zero
Expected initial draw amount: £1,000,000.00
Repayment duration: 36 months
Capital repayment holiday: 0 months
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Question

Number Required
in9.2.1 Question Input

1 What is the amount of the initial draw?  Pre-filled with
facility amount.
The amount
can be
changed if a
lower amount
is to be drawn

or if there are a

Comments

If a higher figure is
required, the lender
now can move the
facility back a step
and amend

the amount.

series of
tranche
drawdowns
scheduled.

2 What is the facility term? Pre-filled If the Lender wishes to
and cannot amend the term they
be altered. have two options:

1= wait until the
facility is drawn and
then ‘Change Amount
or Terms’ or;

2 —move the facility
back a step and
amend the term.
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Question

Number Required

in9.2.1 Question Input Comments

3 Repayment Profile Pre-filled If the Lender wishes to
and cannot change this, they
be altered. would need to select

Amend Facility Details.

4 Is the value of the guarantee fixed Pre-filled If the Lender wishes to
or amortising? and cannot change this, they
be altered. would need to select

Amend Facility Details.

5 What is the length of the capital Input the
repayment holiday? number of
months of
any capital
repayment

holiday.
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The ‘Offer Scheme Facility’ screen will be shown as in screenshot 9.2.2.

Guarantees Portal Screen 9.2.2: Offer Scheme Facility

Guarantees Portal

Facility Portfolio New Facility Reports v Search Lookup Facility

Home / Facility Portfolio / Facility EEDPDVD+01

Facility Offer

From this page you can record the offer of a Scheme Facility to a borrower.

The date of the Scheme Facility letter must be within the date range of the selected Lending Limit

1 Facility lending limit details CBILS 2020 (23/03/2020 - 05/04/2021)

What is the date of the Scheme Facility Letier? - Please note dd/mm/yyyy
2 that this must fall within the chosen Lending Limit period. Any

change to the Lending Limit must be made in the Facility before

entering the Scheme Facility date here.
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The following must be completed:

Question
Number

in9.2.2 Question Required Input Comments

1 Facility lending limit details: None

2 What is the date of the Scheme Facility Date in format
Letter? (dd/mm/yyyy) — Please note dd/mm/yyyy
that this must fall within the chosen
Lending Limit period. Any change to the
Lending Limit must be made in Facility
Entry before entering the Scheme

Facility date here.

Prefilled from

Facility Entry.

This must fall within
the chosen Lending
Limit period. If the
offer date is outside
the lending limit
period — the Facility
should be cancelled
and re-entered
(acquiring a

new reference).
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9.0 Actions After Complete

Once submitted, the Guarantees Portal will confirm that the CBIL Facility has been ‘Offered’ as

shown in screenshot 9.2.3.

Guarantees Portal Screen 9.2.3: Facility Offered

Guarantees Portal — Training Change Password Logout

Facility Portiolio New Facility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility TDNUYCG+01

Facility Summary for TDNUYCG+01 Export CSV
Facility Scheme: CBILS
Facility Type: Term Facility
Amount: £150.000.00
Business name: Central Perk
Last modified: 09/03/2021 23:14:23

Facility Details Facility Changes View Audit Log

Guarantee & Initial Draw Revert to Completed Cancel Facility
Current Repayment Plan CBIL Letter to Borrower
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9.0 Actions After Complete

9.3 Change Lending Limit

Towards the end of the Scheme year a Lender may begin entering a facility before the following
CBIL Phase is available. This enables a Lender to amend the Lending Limit to the one which

covers when the Facility is ‘Offered’.

Guarantees Portal Screen 9.3: Change Lending Limit

Guarantees Portal

Facility Portfolic New Facility Reports v Search Lookup Facility

Home / Facility Portfolio / Facility YSF2BKT+01

Change Lending Limit

New Lending Limit v
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9.0 Actions After Complete

9.4 Amend Facility Details

This enables a Lender to Amend the Facility information input into the Guarantees Portal
without having to start the whole process from the beginning. The Lender will be asked to
confirm that this is what they want to do and advise then that the suffix to the CBIL Reference
number will be increased by 1 e.g. if the CBIL Reference number was BGH67HJ+01 it will
become BGH67HJ+02.

Guarantees Portal -

acilty Portfolio  New Facility Reports ¥ Search Lookup Faciltty

Home / Facility Portfolio / Facility YOF2BKT+01

Amend Facility Details

Please confirm you wish to perform this action on facility YSF2BKT+01.
If you proceed, the following changes will be made:

« Facility YOF2BKT+01 will be cancelled.

« Aduplicate facility with a new reference of Y3F2BKT+02 will be created.

« The new facility will be in a state of "incomplete”.

« You will be taken direcily to the Facility Entry form for the new facility where you can amend its details.
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9.0 Actions After Complete

9.5 Cancel Facility

A Facility can only be cancelled if in the following states:

Eligible

Incomplete

Complete

Offered

Guarantees Portal Screen 9.5: Cancel Facility

Guarantees Portal
Facility Portfolio New Facility Reports v Searct Lookup Facility
Home / Facility Portfolio / Facility YOF2BKT+01

Cancel Facility

From this page you can cancel an application for Guarantee support that is no longer required.

‘I What is the reason for cancellation of the application? Please select AV 4

Please enter any additional explanatory comments regarding

2 the reason for cancellation of the application
V
3 On what date was the application cancelled? dd/mmlyyyy
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9.0 Actions After Complete

Question Required

Number Question Input Comments

1 What is the reason for cancellation  Select Use the most
of the application? appropriate  appropriate reason.
DROP DOWN MENU reason

Borrower does not require loan
Lender credit rejected

Alternative loan processed

Other

2 Enter additional explanatory Free format Add any comments
comments regarding the reason for as required —comments
cancellation of the application. are mandatory.

3 What date was the Date in the The date in the Lender’s
application cancelled? format records when the decision

dd/mm/yyyy not to proceed was

made/notified.

The Guarantees Portal will then confirm that the Facility is cancelled, and the state will be

updated to ‘Cancelled’ on the ‘Facility Summary’ screen.
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10.0 Actions After Offered

10.1 Actions Available

If the facility is in the ‘Offered’ state, then the ‘Facility Summary’ will show eight

possible options:

Guarantees Portal Screen 10.1: Loan Summary for Offered Facility

Guarantees Portal — T]"aining Help ¥ Change Password Logout

Facility Portfolio New Facility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility TDNUYCG+01

Facility Summary for TDNUYCG+01 Export CSV
Facility Scheme: CBILS
Facility Type: Term Facility
State: Offered
Amount: £150,000.00
Business name: Central Perk
Last modified: 09/03/2021 23:14:23

ey L .=
P

Facility Details Facility Changes View Audit Log

Guarantee & Initial Draw Revert to Comp. Cancel Facility
Current Repayment Plan CBIL Letter to Borrower
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10.0 Actions After Offered

# Action Details Link

1 Facility Details To view details of the facility.

2 Facility Changes To view any changes that have

been made to the facility.

3 View Audit Log To view audit details specific

to the facility.

4  Guarantee and Advise of drawdown of the 10.2 Guarantee and Initial Draw

Initial Draw facility within 10 business days

of actual drawdown.

5 Revertto To enable a facility to be amended
Completed without having to rekey all the
facility details. It will amend the

suffix to the reference number.

6 Cancel Facility To cancel the Facility. Note that
the Guarantees Portal will
automatically delete any entry
which has not been progressed

within 6 months.

7 Current

Repayment Plan

8 Generate CBIL Generates the CBIL Letter to

Letter to Borrower for printing.
Borrower
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10.0 Actions After Offered

10.2 Guarantee and Initial Draw

From the ‘Facility Summary’ screen in the ‘Offered’ state, select ‘Guarantee and Initial Draw’ as
shown in screenshot 10.2. This will display the ‘Guarantee and Initial Draw’ screen as shown in

screenshot 10.2.1.

Guarantees Portal Screen 10.2: Loan Summary For Offered Facility

Guarantees Portal — Training Chang ord  Logout

Facility Portfolio New Facility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility TDNUYCG+01

Facility Summary for TDNUYCG+01 Export CSV
Facility Scheme: CBILS
Facility Type: Term Facility
State: Offered
Amount: £150,000.00
Business name: Central Perk
Last modified: 09/03/2021 23:14:23
Modified by: ]

Facility Details Facility Changes View Audit Log

Guarantee & Initial Draw Revert to Completed Cancel Facility
Current Repayment Plan CBIL Letter to Borrower

Select Guarantee and Initial Draw.
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10.0 Actions After Offered

Guarantees Portal Screen 10.2.1: Guarantee and Initial Draw

Guarantees Portal

Home / Faciity Porticlio /| Facility YOF2BKT+01

Guarantee and Initial Facility Draw

From this page you can record the details of the initial draw of faality funds.

(I ' any changes have been made from what was orignally set out in the Scheme Facility Offer documents then the facility
will have to be cancelled and re-entered

The Direct Debit details should now be uploaded to the Guarantee Fee Callection Agent portal. Please retain the signed
Direct Debit mandate for your own records.

Please note that on completion of Guarantee and Initial Draw, the Guarantee Fee Schedule wil be delivered to the Guarantee Fee

Coliection Agent automatically through the Web Portal

Has a signed Information Declaration (without any OYes ONo
amendments) been recaived from the Applicant?

DS

On what date was the intial draw of funds mada? dd'mmiyyyy
‘ Maturity Date calculated based on initial draw date
What was the value of the intial draw? £ 1000000 .00

4

Lender’s facility reference ‘ ABC v

| o
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10.0 Actions After Offered

Question Required

Number Question Input Comments

1 Has a signed Information Declaration = Radio button To progress, the answer
(without ANY amendments) been Yes/No must be “Yes”. If there have
received from the Applicant? been any amendments, or

any of the information is
wrong, the Facility must be

amended and re-issued.

2 On what date was the Initial Draw Date in the Date of Initial Draw —
of funds made? format MUST NOT BE IN
dd/mm/yyyy THE FUTURE. Details
entered after the event

of drawdown.

3 Maturity date. n/a Calculated based on the

initial draw date.

4 What was the value of the Valuein £ Amount of Initial Draw if
Initial Draw? the amount of Initial Draw

is lower then click.

5 Lender facility reference. None Lender reference.
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10.0 Actions After Offered

Once all the information has been completed, click on ‘Submit’. The Guarantees Portal

will then confirm that the Facility is ‘Guaranteed’ as shown in screenshot 10.2.2 via the

‘Facility Summary’ screen.

Guarantees Portal Screen 10.2.2: Facility Guaranteed

Guarantees Portal

f -~ 1y [ - P Lookup Facllity

Home / Facility Portfolio / Facility CYWQFPZ+01

Facility Summary for CYWQFPZ+01 Export CSV
Facility Scheme: CBILS
Facility Type: Term Facility
Amount: £500,000.00
Business name: CBILS TERM UI
Last modified: 30/03/2021 17:52:10

Facllity Details Facility Changes View Audit Log

Change Amount or Terms Demand to Borrower Repay Facility Data Correction

Current Repayment Plan
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11.0 Actions After Guaranteed

11.1 Summary of Available Options

Screenshot 11.1.1: Guarantee and Initial Draw shows the eight available options for a

guaranteed facility.

Guarantees Portal Screen 11.1.1: Guarantee and Initial Draw

Guarantees Portal

= ’ Lookup Facilit

Home / Facility Portfolio / Facility CYWQFPZ+01

Facility Summary for CYWQFPZ+01 Export CSV
Facility Scheme: CBILS
Facility Type: Term Facility
State: Guaranteed
Amount: £500,000.00
Business name: CBILS TERM UI
Last modified: 30/03/2021 17:52:10
Modified by: I
1 2 3

Facility Details Facility Changes View Audit Log

Change Amount or Terms weiniand to Borrower nepay Facllity vaia Correction

8 Current Repayment Plan
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11.0 Actions After Guaranteed

#  Option Details Chapter reference
1 Facility Details To view details of the facility including the n/a

Eligibility Check, Facility Entry, Offer of

Scheme Facility and the Guarantee and

Initial Drawdown.

2 Facility Changes  To view all changes that have been made n/a

to the Facility from initial drawdown.
3  View Audit Log To view audit record specific to the Facility. n/a

4  Change Amount  Adjust term, record a lump sum repayment 11.2 Change amount

or Terms or adjust repayment frequency. or Terms

5 Demand to Record the details of a demand made on 11.3 Demand to
Borrower the borrower. Borrower

6 Repay Facility Record the date a facility was repaid. n/a

7 Data Correction ~ Correct facility information including the 1.4

business name, registration number and

other generic fields.

8 Current n/a

Repayment Plan
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11.0 Actions After Guaranteed

11.2 Change Amount or Terms

This option is available for facilities in the ‘Guaranteed’ and ‘Lender Demand’ states.
The ‘Change Amount or Terms’ option from the ‘Facility Summary’ screen will allow a Lender

to amend:

Capital repayment holidays

Extend or reduce the facility term

— Lump sum repayment

— Repayment frequency

Repayment profile

Reprofile draws
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11.0 Actions After Guaranteed

11.2.1 Guarantees Portal: Change Amount or Terms

Guarantees Portal

Facility Portfol New Facility Reports ~

Home / Facllity Portfolio / Facility CYWQFPZ+01

Facility Summary for CYWQFPZ+01 Export CSV

Facility Scheme: CBILS

Facility Type: Term Facility

State: Guaranteed
Amount: £500,000.00
Business name: CBILS TERM UI
Last modified: 30/03/2021 17:52:10

Facllity Details Facility Changes View Audit Log

Change Amount or Terms Demand to Borrower Repay Facility Data Correction

Current Repayment Plan

11.2.2 Guarantees Portal: Change Facility

Guarantees Portal — Training

Home / Facility Portfolio / Facility P6PFJ59+01

Change Facility

Choose the type of change to apply to this facility:

Capital Repayment Holiday
« Extend or Reduce Repayment Duration
Lump Sum Repayment
Repayment Frequency
« Repayment Profile
+  Reprofie-Braws - (Not applicable as facility is fully drawn)
« Fep-Up- (Not applicable to CBILS Term Facility facilities)
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11.0 Actions After Guaranteed

11.2.3 Guarantees Portal: Capital Repayment Holiday

Guarantees Portal - Training

b Portf NewFadlity Reports ~ Saarch Lookup Facility
Home / Facility Portfolio / Facility P6PFJ59+01 / Change Facility

Capital Repayment Holiday

CIETS A new Guarantee Fee Schedule will be generated from the information entered here

On what date did the chang2 occur? dd/mmlyyyy

What is the length of the initial captal repayment holiday? 0 « | months

Outstanding Facility Balance & Term

Original facility amount £100.000.00
Next quartarly Guarantes Fee due 06/2021
What is the outstanding balance at the next quanerly Guarantee £

Fee collection point, taking account of any draws or repayments
which may be made between now and the relevant quarter
date?

Outstanding facility term at the next quarterly Guarantes Fee 5 years 9 months
collaction point

11.2.4 Guarantees Portal: Extend or Reduce Payment Duration

Guarantees Portal - Training ' -

Home / Facilty Portfolio / Facility P6PFJ59+01 / Change Facility

Change Facility Repayment Duration

Extend or reduce the current repayment duration of this faciity as per the Pay As You Grow criteria

Facllity draw date: 10/03/2021
Original repayment duration: 72 months
Current remaining repayment duration: 71 months
Current maturity date: 101032027
Original offered amount: £100,000.00
Last recorded outstanding balance (01/03/2021): £100,000.00

From what dale is this change applicable?

What is the néw otal repayment duration? months

What is the outstanding balance of the facility on the date of
change?

How many months of a capital repayment hokday remain as of months
the date of change? (If not appicable, enter 0)
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11.0 Actions After Guaranteed

11.2.5 Guarantees Portal: Lump Sum Repayment

Guarantees Fortal — Training

LooKUp Fa

Homa / Facillty Portfolo | Faclity PEPFIS0+01 / Change Faciity

Lump Sum Repayment

(ST A new Guarantea Fea Schadule wil ba genarated fiom tha information enterad hete

On what date did the change occur? ddmeyyy

Cumutatve amount drawe a3ains! this facity pror to his £100,000.00
change

Cumulatve amount regaid to this faciity pror to i chasge £0.00

What is the amount of the lunp sum regayment? £

Outstanding Faciity Balance & Term

Original facikty amount £100,000.00
Next quanerty Guaranize Fee cue 062021
Wrat s the outstanding balancs & the rext quantedy Guarantee £

Fee COlleCTON PONL, LaKiNg ACCURL Cf any Oraws Of repaymenis
which may be made between now and he relzvant quansar
date?

Dustanding facilty jerm 3t the next quaneny Guarantee Fes 5 yeus 9  months
collection point

Capital Repayment Holiday

I Cepial repayment nobday Is 0pUONEL Leave It Liank f not ielevant

Wrat is the leegth of the initial capital repayment holicay? 0 v | months

11.2.6 Guarantees Portal: Repayment Frequency

Guarantees Portal — Training

Home / Facilty Portfolo / Faclity P6PFJ50+01 1 Change Faciity

Repayment Frequency

(CIEIIED) A new Guarantee Fee Schedue wil be generated fiom the information entered here

On what date §id the change occur? ddimmyyyy
Curraet ropayment fraquency Nenthy
Repaymen! frecuency v

Outstanding Facility Balance & Term

Qriginal fagity amount £100,000.00
Next quatteny Guaraniee Fee due 052021
What is the outstanding balance at the next quarierly Guarantee £

Fea Collechon pont. 1akng account of any Oraws of repayments
WINCH 1y DE made Delween Now and ne reievant quarte:
dae?

Quistanding facility term &t the next quanerly Guaranies Fee 5 years 9 montns
colecton pont

Capital Repayment Hcliday

(LT Cepital repayment hokday s cplional. Leave it biank f not refevant.

VIhat IS the lengih of the Indial capital repayment noilcay” 0 v | morths
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11.0 Actions After Guaranteed

11.2.7 Guarantees Portal: Repayment Profile

Guaraniees Portal - Training

Home | Faciity Portiolio | Faciity PEPFJS0+01 / Change Faciity

Repayment Profile

(ST A new Guarintes Fes Schadule wil be gererated from the infermation aniersd hate

On what ¢ate od e charge occur?
Cunert repayment frequency

FRepayment profile

Outstanding Facility Balance & Term

Original faciity amount

teat quadtedy Guarantee Fes due

sammsyyy

Mantaly

®Repay 1> Zere O Repayment Amoun - capial only

£100.000 00

062021

What is the oulstanding balance at the rext quaderly Guarantee 3
Fee caliection point, taking account of aay drows of reparments

vihich may be made between now and te relevant quarter

cate?

Quistanang facsty term at the next quartedy Guarantee Fee rears
collection point

months

Naturiy cate 03012022

Capital Repayment Holiday

(ST Caital repayment holiday is opficnal Leave 4 blask # not relevant

VN3t is the iength Of the iitial Captal repayment ehaay” ? v | montns

11.2.8 Guarantees Portal: Reprofile Draws

Guarantees Portal - Training

Hore / Fecilty Portfclio / Faclity BHDS2YR+02 | Change Faclity

Reprofile Draws

CEEEINEI)A new Guarantee Fee Schecule will be generated from the information emered here:

On what date did the change occur? ad/mmyyyy

Qutstanding Facility Balance & Term

Onginal fackty amount £250,00000

Next quarterty Guaramiee Fee due 02021

What i the outstanding balance 3t the naxt quarterly Guarantee £

Fee collection point, taking account Of any draws of repayments

which may be made betwean now and the relevant quarter

date?

Outstanding facllity torm at the next quarterly Guarantee Foe 1 years 9 months
collection point

Capital Repayment Holiday
(I Carital repayment holday is optional. Leave it biank f not relevant

Wi is the lengih of the initial capital repayment holicay? 0 v | monms
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11.0 Actions After Guaranteed

11.3 Demand to Borrower

The ‘Demand to Borrower’ option from the ‘Facility Summary’ screen will allow a Lender to

advise the Guarantees Portal that Demand on the Borrower has been made by the Lender.

Select ‘Demand to Borrower’ from the ‘Facility Summary’ screen. This will display the ‘Facility

Demand to Borrower’ Screen as shown in Screenshot 11.3.1.

Guarantees Portal Screen 11.3.1: Facility Demand to Borrower

Home / Facility Portfolio / Facility GBTNQQ3+01

Facility Demand to Borrower

From this page you can record the details of a first or subsequent demand made on the borrower.

If the demand is subsequently satisfied, the change should be recorded using the ‘Change Amount or Terms' screen in order to
return the facility to a state of Guaranteed.

What is the outstanding Scheme Facility Balance (Principal) £
owed by the Borrower to the Lender as at the date of Final

Demand?

What was the amount for which demand was made on the £
borrower (as recorded on the demand letter)?

What was the date that demand was made on the borrower dd/mm/yyyy
(date of demand letter)?
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11.0 Actions After Guaranteed

Question

Number

in11.3 Question Comments

1 What is the outstanding Scheme Facility Amountin £ Input the amount
Balance (Principal) owed by the of the CBIL Facility
Borrower to the Lender as at the date as at the time of
of Final Demand? Formal Demand.

2 What was the amount for which Amount in £ Input the amount
demand was made on the borrower as recorded on the
(as recorded on the demand letter)? Demand Letter.

3 What was the date that demand Date Record the date of
was made on the borrower (date of dd/mm/yyyy  the Demand letter.

demand letter)?

Select ‘Submit’ to proceed. Within the ‘Facility Summary’ screen (Screen 11.3.2) the User will

notice that the facility state will have changed to ‘Lender Demand’.
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11.0 Actions After Guaranteed

Guarantees Portal Screen 11.3.2: Facility in Demand

Guarantees Portal

s v Searct Lookup Facility

Home / Facility Portfolio / Facility 5Z2NPBN+01

Facility Summary for 5Z2NPBN+01 Export CSV
Facility Scheme: CBILS
Facility Type: Term Facility
State: Lender demand
Amount: £300,000.00
Business name: TP Integration Test
Last modified: 30/03/2021 15:22:00

Facility Details Facility Changes View Audit Log

Lender Demand Satisfied No Claim Repay Facllity Data Correction

Current Repayment Plan

11.4 Repay Facility

The ‘Repay Facility’ option from the ‘Facility Summary’ screen will allow a Lender to advise the

Guarantees Portal the date the Borrower repaid the facility.
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11.0 Actions After Guaranteed

11.5 Data Correction

Data correction enables Facilities to be amended where information has been entered
incorrectly. This functionality should only be used in exceptional circumstances. All Users now
have access to this functionality — so it is dependent on each Lender to monitor how often this
functionality is being used. If it is being used extensively, Lenders may need to investigate the

reasons why.

This option is available for facilities in the ‘Guaranteed’ and ‘Lender Demand’ states. The ‘Data

Correction’ option from the ‘Facility Summary’ screen will allow a Lender to change:

Bank of England Funding

— Business name

— Facility Reason

— Generic fields

— Interest Rate

— Legal Form and Company registration

— Lender reference

— Offer date

— Postcode

— SIC Code

— Sortcode

Sub Lender
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11.0 Actions After Guaranteed

— Suspected Fraud Reason

— Trading date

— Trading name

This function should only be used to correct data input errors.

Select ‘Data Correction’ from the ‘Facility Summary’ screen. This will display the ‘Data
Correction’ Screen as shown in screenshot 11.3.2. Input the correct data as required and

submit. Details of the amendments can be checked via the ‘Loan Details’ screen.

The Guarantees Portal does not confirm what changes have been made.
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12.0 Transferring CBIL Facilities
Between Lenders

12.1  Overview

There is no transfer functionality within the portal for CBIL facilities.

These arrangements apply specifically in connection with Lender B providing an CBIL-backed

Facility to a Borrower who previously had an CBIL-backed Facility from Lender A, in order for

the Borrower to be able to fully repay the balance of that Facility to Lender A. They are

therefore limited to an CBIL-backed Facility provided by Lender B which:

— Isfor a value not exceeding the outstanding capital balance of the previous
Facility from Lender A at the point of switching, which itself may not exceed the

original value of the Facility when first provided by Lender A.

— Is over a term which, when combined with the elapsed term of the previous
Facility provided by Lender A, does not exceed the maximum permitted term for

the type of Facility involved.

12.2.1 Guarantees Portal Process for Lender A

On receipt of the funds from Lender B the Facility should be updated to ‘Repaid’.
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12.0 Transferring CBIL Facilities
Between Lenders

12.2.2 Guarantees Portal Process for Lender B

Each case should be entered as a new application and processed through to ‘Guaranteed’ in
the usual manner, paying particular attention to the variations to standard procedures detailed
below. For the avoidance of doubt, these instructions provide the practical authorisation for

Lenders to apply the variations listed in the handling of qualifying cases.

It is likely to be of assistance to Lender B if, at the time of application, the Borrower can provide

a copy of the Information Declaration applicable to their previous borrowing from Lender A.

The following tables detail the variation to standard procedures when entering data into the

Guarantees Portal during:
— Check Eligibility
— Facility Entry

— Offer Scheme Facility
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12.0 Transferring CBIL Facilities
Between Lenders

Variations to Standard Procedures for Switching a Facility between Lenders

Facility Admin Menu  Select the Type of Lending being originated and then “Provisional

Eligibility” to begin, not “Transfer a Facility”.

Eligibility Check
Value of facility Must not exceed the outstanding capital balance of the existing

CBIL Facility being repaid.

Term of Facility Must not exceed the outstanding term of the existing

CBIL Facility being repaid.

SIC/Lending Should be as for the facility being repaid, The Purpose can be

Type/Purpose “replacing existing finance”.

Less than £6m CBIL? When determining whether to answer “Yes” or “No”, exclude the
present Facility, but include the original value of the Facility

being repaid.

Facility Entry

Lender Specific The following three pieces of information must be entered:
Field 5 — The word “Transfer”

— The CBIL loan reference (seven character alphanumeric)

of the Facility previously provided by Lender A

— The name of Lender A.
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13.0 Facility Administration

13.1  Facility Summary Details

In all Facility states, the ‘Facility Summary’ screen will show three available ‘Details’ options:

Action Details

View Audit Log Details of the User who has input/amended the Facility.
View Facility Details Details of the Facility that have been input.

View Facility Changes Details of any changes made to the Facility.

13.1.1 View Audit Log
This will show an Audit Log of which User amended the state of a Facility. The state change and

date/time are shown alongside the User’s name.
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13.0 Facility Administration

From the ‘Facility Summary’ screen, select ‘View Audit Log” and the ‘Audit Log’ screen will be
displayed as shown in screenshot 13.1.1. The Audit Log can be printed

(see 6.5 Printing Documents).

Guarantees Portal Screen 13.1.1: Audit Log

Guarantees Portal

acility Portfolio New Facility Reports ¥ Search Lookup Facility

Home / Facility Portfolio / Facility

Facility audit for

Facility Scheme:
Facility Type:
State:

Amount:
Business name:
Last modified:
Modified by:

Facility Summary

This page provides the facility audit record

Function From state To state Modified on By

Check Eligibility Created Eligible 22/03/2021 18:09 Pavan Patel

13.1.2 View Facility Details
This screen summarises all the recorded details for a Facility. The ‘Facility Detail’ screen will
display the information input for a facility ‘up to and including’ the current state. It will also

display the time/date & User who created and last modified the Facility.
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From the ‘Facility Summary’ screen, select ‘View Facility Details’ and the ‘Facility Details’ screen
will be displayed as shown in screenshot 13.1.2. The ‘Facility Details’ can be exported as a csv

file or printed.

Guarantees Portal Screen 13.1.2: Facility Details

Guarantees Portal — Training . J

Horme ¢ Faciity Porsiolio © Faclity

Facility Details for . Expot CSV

Leader:

Faciiity Scheme:
Faclitty Type
State:

Amount.
Bueiness name:
Last moafied:
Mcdified by:

Facility Sumrmary

Facility Entry
Whatle the name of the lender organisation?  Test Bank plc

Sub-ender  Test Bank plc

System JBHKNEX 401
Before precesding, please confirm that the Scheme's  Yes
signed Data and D nas
bean recelved.

What is the legal name of the Zpplicant tushese?  business123
What s the legal form of the Applicant?  Private Limited Company (LTD)

What ls the Applicants Company

Number (If 55555555
applicable)?

What I8 the current (or where none, estimated) annual  £45.000,000.00
turnover of the Applicant (or, If the Appiicant Is a Group
Company, the aggregate Group turnover)?

What Is the estimated commencement of frading date of 20062020

the Appiicant tushese?
Whatls the p of the App + main NG7 2NH
2008847 (In where e 4 P is

10t aVIaDIe PIeass BNT 18 18N0SI e DrANCH POStocs).

(For tanks oniy) Wnatls the Sort Code Of the Dank Dranch 66666660666
Or DusInese cantre wnich orignatea Mis applicition?

(nnnnnn)
Vinatis the (otsl Overall #ize Of he raciuty to e Proviced?  £5,000.000.00
1e any s8cuItty (5.9 P g or Yes
charge over otner 3ssely) Deing taken from tne Apglicant
P yn with pi g this CBILS
Facuity?

Please selsct the principal typs of assetover which 8 Cash on depost
charge has been taken fo provice the partial security:
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13.0 Facility Administration

Printing Facility Details:

Recovery | Guarantees Pc X

L

+ J New tab Cul+T

s/144350/recoveries/new B wnew window Ctrl+N
B2 New InPrivate window Ctrl+Shift+N
Lockup Faciity
Zecom —_ 33% 4 Ve
T Favorites Ctrl+Shift+0
Using s screen you can recod any recovery due 1s e Secrelary of State &) History Ctrl+H
This screen operates ie 3CorIance wih the Recovry Secton of Be Scheme Guirantee Agreenent
4 Downloads Ctrl+)
On what date was the wecevery made” aammiyyy
The Secretary of State previotsly pale the Lender ths ament £40,000 00 B Apps >
by way of a Setlement of the Lender's Demand aganst the
Govermnent Guaranies {3 Extensions
The Guarantes Rale aspiicatie o this 80.0% : .
pueere et @ Collections Ctel+ Shift+Y
This is the Gualfying anount vhich was culsianding lo the €50,000.00
Lender by the Lorrower Under he Guaranteed 13ty oo he
cate Demand was cognally mrade 1o he Secietary of State @ Print Cul+P
€F G Eiement £250.90.00
@ Woeb capturs Ctrl+Shift+S
Non-EF Exeement £:200000.00
& Share
Enter the value of any non-Sereme Dsb issued pricr <
Wsimulanecys with Scheme dett & F ‘d c I F
ind on page trl+
Enter the value of any non Screme Dabit issved sutseguert 1o £
senemeset AN Read aloud Ctrl+Shift+U
Enter the value of ReCovery poceeds relatng 10 Specac £
Securfy (securty I3t 3 ust isled on e LF G fackty leter InG More tools >
ey sugports e EFG facisty)
Enter the value of any Offer net Recovery prcseds. not faling. | € ¢
e £83 Settings
Cumulatve 1ol of previous reorded Recovenes €0.00 @ Help and feedback >
Valve vl Reaisabons silibulasie Lo e Scheme facaty
Close Microsoft Edge

() Maged bi !our orianimtion

13.1.3 View Facility Changes

This screen shows any changes made to a Facility using the ‘Data Correction’ (see 11.4 Repay
Facility. The ‘Repay Facility’ option from the ‘Facility Summary’ screen will allow a Lender to
advise the Guarantees Portal the date the Borrower repaid the facility. 11.5 Data Correction or

“Change Facility or Terms” functions).
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13.0 Facility Administration

From the ‘Facility Summary’ select ‘View Facility Changes’ and the ‘Facility Changes’ screen will

be displayed as shown in screenshot 13.1.3. This provides a summary of the changes made to

the Facility.

Guarantees Portal Screen 13.1.3: Facility Changes

Guarantees Portal

Facility Portfolio New Facility Reports ~ Search Lookup Facility

Home / Facility Portfolio / Facility FHJZXFD+01

Facility Changes

Facility Scheme: CBILS

Facility Type: Term Facility

State: Guaranteed
Amount: £350,000.00
Business name: CBILS Demo

Last modified: 25/03/2021 15:47:53

Facility Summary

From this page you can view a summary of Facility History Changes

Date of Change Summary Type

05/03/2021 Initial draw and guarantee

25/03/2021 Legal Form and Company Registration

Summary Type
25/03/2021 Legal Form and Company Registration
25/03/2021 Legal Form and Company Registration
25/03/2021 Legal Form and Company Registration
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To view the changes made, click on the ‘Summary Type'. This will display the ‘Facility Change’
screen which will show the change(s) made and the User who made the change (Screenshot

13.1.4). The Facility Change details can be printed (See earlier)

Guarantees Portal Screen 13.1.4: Loan Changes

Guarantees Portal

Home / Facility Portfolio / Facility D9VI6AN+01

Facility Change

Facility Scheme: CBILS
Facility Type: Term Facility
State: Guaranteed
Amount: £300,000.00
Business name: CBILS Demo No If Match
Last modified: 06/04/2021 14:30:31
Facility Summary '

From this page you can view the detail of a Facility History Change

Change date  20/10/2020 Change type Initial draw and guarantee

Amount drawn  £300.000.00

Modified on  06/04/2021 Modified by _

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0 115
Facility Guarantees Portal Manual October 2021



13.0 Facility Administration

13.2 Report and Audit Functions

13.2.1 Generate Facility Report

This function allows a report of Facilities within a Lender’s Portfolio to be created based on
chosen criteria. The reports can be downloaded in a format that can be saved and viewed

in Excel.

Select ‘Generate Facility Report’ from the Home Page. This will display the ‘Facility Report’

page as shown in screenshot 13.2.1.

The search can be narrowed using one or more of the following parameters:
— Scheme Facility Letter Date — Start and End date
— Created Date — Start and End date
— Last Modified Date — Start and End date

— Facility State — Select Facility state (several states can be selected —

CTRL and ‘click’)
— User (who created the data) — Select User
— Facility Type — Note for CBIL this should be ‘New Scheme’

— Facility Scheme — Select CBIL Only from the Drop down menu — Phase 12

British Business Bank CBILS Term Loan & Revolving Credit ~ Version 1.0
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13.0 Facility Administration

Guarantees Portal Screen 13.2.1: Facility Report

Guarantees Portal

Facility Report

an g
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13.0 Facility Administration

Once the required parameters have been entered, the User must click on the ‘Submit’ button.
This will display a summary/number of the Facilities that match the parameters of the search

as shown in screenshot 13.2.2.

Guarantees Portal Screen 13.2.2: Facility Report Summary

Guarantees Portal

Facility Portfolio New Facility Reports ¥ Search Lookup Facility

Home / Facility Report

Facility Report Summary

This page summarises the results of your facility report search criteria. You can download the report or perform a fresh search using
edited or new criteria

Data extract found 1 row @

Criterion Value

The Scheme Facility Letter start date for your report 01/09/2020

The Scheme Facility Letter end date for your report 26/03/2021

The 'created’ start date for your report 01/09/2020

The 'created’ end date for your report 26/03/2021

The 'last modified' start date for your report 17/03/2021

The 'last modified' end date for your report 17/03/2021

Facility type(s) Cbils Business Term ‘
Facility state(s) Guaranteed .
Lender organisation lender-15

Sub-lender Lender 15 Sub Lender 1
Phase(s) CBILS Phase 1

Generate Report ‘
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13.0 Facility Administration

Reports generated by the Guarantees Portal can be downloaded by clicking on

‘Generate Report’.

This can either be opened by selecting ‘Open’ or ‘saved’/‘Save as’ a .csv file

(see 6.6 Download a ‘Facility Report’).

The extract can then be reviewed utilising Excel and if necessary, saved again if necessary, to

an appropriate Excel version (depending on what version the User has access to).

To edit the search criteria the User must return to the ‘Home’ page via the ‘Coronavirus
Business Interruption Loan ’ text (at the top of the screen) or via the ‘breadcrumb’ functionality

and re-select ‘Generate a Facility Report'.

Reports can also be opened via the Reports function in the Toolbar.

Guarantees Portal Screen 13.2.3: Reports Function

Guarantees Portal — Training Help » Change Password Logout

Faclity Portfolio  New Facliity Reports v Search ookup Facility

View All Current Reports

Welcome baCk, | Start New Facility Application

< Generate a Facility Report
Your last visit was about 22 hourt View Facility Portfolio

Generate Claim Limits Report

Generate Realisations Report
Facmty Alerts For T Generate Recoveries Report

Generate Top-ups Report

Fligible facilities which will De removed If not progressed @

3 Facilities 15 Facilities 13 Facilities

0 days 30 days 60 gays

British Business Bank CBILS Term Loan & Revolving Credit  Version 1.0 19
Facility Guarantees Portal Manual October 2021



14.0 Administrator Role

14.1 Role Summary

Each Lender will have at least one system Administrator who has the ability to create and

maintain End User accounts —and designate ‘Experts’

Administrators do not have the ability to use any other part of the Guarantees Portal
functionality. If an Administrator requires access to other parts of the system (i.e. to input
CBIL Facilities or to produce reports) they must set themselves up as an End User

(see 14.4 Manage Lender Users).

It is an important security consideration that Administrators are chosen carefully by the Lender
and that numbers are kept as low as possible to allow tight controls on the ability to create

User accounts/Experts.
14.2 Administrator Creation

To add an Administrator(s) the organisation should contact BBB with the details of the
person(s) nominated to be set up as an Administrator. This information should include the
individuals name and email address. The email account cannot be a team account or a generic

one — it must be the individual’'s work email address.
BBB will set up the Administrator on the Guarantees Portal.
The automated email will contain:

— A Username and

— Alink — so that the Administrator can establish their unique password.
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14.3 Manage ‘Experts’

Within the system, the Lender Administrator can assign individuals as ‘Experts’ (select Manage
Experts (see screenshot 14.3)). Any queries made via the system'’s ‘Help’/‘Ask an Expert’ option

—will ensure that the appropriate query is directed to these ‘Experts’. Queries by the Experts

will be directed to BBB via the ‘Ask BBB’ option (an option that is only available to an ‘Expert’).

Guarantees Portal Screens 14.3: Administrator Home Page/Experts

Guarantees Portal — Training -

Thank you for accepting our Privacy Policy

Manage Lender Users

Manage Experts

Guarantees Portal — Training

Home

Name

Tim Jones m
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14.4 Manage Lender Users

When an Administrator uses the Guarantees Portal, the Home Page is displayed as shown in

screenshot 14.4. From the Home Page, the Administrator should select ‘Manage Users'.

Guarantees Portal Screen 14.4: Administrator Home Page/Manage Users

Guarantees Portal — Training Help * Change Password Logout

Thank you for accepting our Privacy Palicy

welcorne IS Manage Users
—

Manage Experts

Option

This will provide a list of the organisation’s current Users as shown in screenshot 14.4.1.

(Elements of the screen below have been removed i.e. Surnames and Usernames)

Guarantees Portal Screen 14.4.1: Manage Lender Users/User Management

Guarantees Portal

Reports ~

Home

Cfe User Management

New Cfe User

Active Disabled

Last
Name Username Email Locked Login Created

No 25/03/2021  05/01/2009
15:30:50 16:36

No 26/03/2021  09/11/2011
11:55:50 10:10

No 22/12/2020  20/10/2014
16:21:41 11:06
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The following actions are available from the “Manage Lender Users” screen:

Action I ETE Link
+ New User Set up a new User 14.5 ‘+ New User’/
on the system (Create a New

Lender User)

Select existing User by movingthe  Amend the User’s details
cursor over the Username until the (see screenshot 14.4.2).
cursor changes to a {9 and ‘click’ This includes disabling/

removing users.

Guarantees Portal Screen 14.4.2: Manage Users Details

Guarantees Portal

Reports ~

Home / Cfe Users

Edit Cfe User

First name Karl

Last name Fields

Email

Update Cfe User

Disable User .

I ~ ~ <

It is important that the email address is correct for all Users.

The ‘Forgot Password’/password re-set function is resolved via the system and generates an

automated email to the User’s email account.
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14.5 ‘+ New User’/(Create a New Lender User)

This function allows the Administrator to create a new (End) User on the Guarantees Portal.

Select ‘+ New User’ from the ‘Manage Lender Users’ screen and the ‘New User’ screen will be

displayed as in screenshot 14.5.

Guarantees Portal Screen 14.5: + New User/Create A Lender End User

Guarantees Portal

Home / Cfe Users

New Cfe User

First name
Last name

Email

Create Cfe User

The following information should be completed for the End User:

Field Details

First Name Enter the first name of the User.
Last Name Enter the surname of the User.
Email Enter the proposed User’s email address — this must not be a team

email account, a generic account or a personal email account. It must

be the individual’s work email address.
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Once all the information has been entered, select ‘Create User’ to create the new End User.

An email will be sent to the User with the following details:
— User Login ID and
— Alink to establish their password
The Administrator receives confirmation that instructions have been sent to the End User.

To get back to the list of End Users the Administrator can select ‘Back to Lender Users’ —
or the “Coronavirus Business Interruption Loan” text to return to the home page or the

‘User Management’ option in blue text.
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15.0 Help and Support

Guarantees Portal - Training Help ~ Change Password

Ask an Expert

Manuals and Documents

Welcome baCk, _ Start New Facilty Application

Your last visit was 18 minutes ago.

View Facility Portfolio

Facility Alerts For The Next 60 Days

Eligible facilities which will be removed if not progressed @

4 Facilities 13 Fagijlities 15 Facilities
Odays 30 days 60 days
Facilities which will have the guarantee removed if not drawn @ View all
2 FacilIes |
0days 30 days 60 days

Facilities assumed to have been Repaid due to lack of updates @

Behind the ‘Help’ option —there is the functionality to ‘Ask an Expert’ or for Admin Users

‘Ask BBB' — see earlier.

Available to download from the Help tab are:

Various Lender Manuals

CBIL Facility Letter Wording — CBIL Term Loan Lender Manual Annex 11

Principal Private Residence Declaration — CBIL Term Loan Lender Manual Annex 16

SIC Indices (2007)

Various Guarantees Portal Manuals

See 15.1 for how best to navigate the PDF SIC document/search for codes.

Queries to BBB should be via the ‘Lenders Experts’ via ‘Ask an Expert’/‘Ask BBB’ process.
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15.1 SIC 2007 Document

The full list of the 2007 SIC codes can be found behind the ‘Help’ option. The process of how

to search the document is detailed below

g Office for
‘ National Statistics

" Indexes to the UK Standard
Industrial Classification of
Economic Activities 2007

- g x

° 2 hetp ko ks com Vi i 00 TSl £+ &0 Bt 8§ tg-devrvobuppeem  x )

BOHOREQA O@ vz R BOD » - FBRA@AT Q@ signin

lg 2 [ Eponprs A fi

Vgl Office for
@ ‘ National Statistics Adobetaportpor
Q Bl Sem e
”/’_’—/—’— Sebect O File
/ 00T e pll X

" Indexes to the UK Standard .. ..

Documers Language:

Industrial Classification of =~
Economic Activities 2007

-
Stoee and share Bles in the

L Mexw

N e SO0 B T S 5 b b O ms - N7 gy

W Ofiice for [3 exportPDF A
o 0 seaistcs

Adaha Eupart PDE L
| e Comvert PDF Files to Word
o Eaced Ordine

Salect POF File

" Indexes to the UK Standard i -
S | Industrial Classification of e
' Economic Activities 2007 *

Cocument Language:
Englich (1€} Crangs

-

Store and share files in the
Shaw More Ooticen Document Cloud
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RIAZBEER|O®[ e |© @[] |50 |[EZ L0 | R Teols | Sign | Comment
@ AUSAY. 19994 Appis POITRCE 31 Pecin IRk 91020 92521 Artmuseums -

11030 15343  Apple wine making 13023

27900 31300 Apphiance cords with insulated wire and connectors
(manufacture)

74909 74379  Appraiser and valuer (not insurance or real estate)
Apprentice school
Apricot growing

17403 Art needlework (manufactur

F

14120 18210 Aprons for domestic uss (manufacture)
14120 18210 Aprons for ndustial use (manufacture)
03210 05020 Aquaculture in sait water filled tanks or reservoirs
03210 05020 Aquaculture in se3 or brackish waters

03220 05020 Aquaculture, freshwater

Aquarium heater (electic) (manufacture)
Agueduct construction

T Antifecial flowers. foliuge and frui ific

T Cut flowers sed flower bud production 15200 19300 Cut scles for focty
T Fower (retas) 46220 51220 Fowers wholesale) 77299 TL&) Flowers o
U Flowers (wholesale) 77299 71409 Flowers and plants rental and leaiing .
T Flowens and plants rental and beasing 25120 29122 Flowhine assembly (H
T for flowers, frus or vegetal 229 y

T Cua fhowers aed f) i i
T for flowers. frut or veaetables (net for oif) (1210 Growing of arapes 01
T Antificial flowers and frust made of paper (ranutacture) 36639 Artficia
T Artifocial flowers and frut made of glastse (manufsdture) X639 Atifocnd

4]

74149  Arbitrators between management and labour
59109 74119 Arbitrators legal activities
27400 31500 Arc lamp (manufacture)

W antificial flowers. of 631 Biipoi 32300 36400 Archery equipment (manufacture)
T of Nowers and pla 28131 29121  Ar SCrew pump

W Flowers 220 Pliets & of e aq 94120 91120  Architects associations

T Anificial flowers. folisge and frui 3 i

71111 74201 Architectural activities and related technical
consutancy

| T of flowers, plants, seeds. fertlisers, pet animals and pet foed in speciali
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