S

UPS

Auto-coding...

$331

ramp £

Ramp

Employee Training

\Z

¥9095.95

@ R.Estate

Invoice total

Rant.

1Month

§27nnn

© Cl-1488




Agenda

' Employee Basics

* Manager Basics

% Platform Demo

ramp £ Strictly confidential Not for unauthorized distribution
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SXXXX

money savings

Basics for Employees

Accept your invite, get your cards, and submit policy requirements

ramp £

— Staples

$240.20

VISA

In policy

@

XXXX

time savings



Accepting your invite ramp 4

Check your inbox for an email from Ramp Join Peter Robinson on Ramp.

Look for the following in your inbox: Peter Robinson (mhavandiianbegalisowner@eamp.com) has inviled you to

Sender: communications@ramp.com ke e hemsonleme

Subject Line: “Join [Company Name] on Ramp” bt shifire oot
Accept Invite

Click on the “Accept Invite” button to create your account .

Follow the prompts on screen to be guided through account creation ‘. &

and setup 4

ramp 4



Communication Preferences

= My Ramp

Notification Formats
SMS

Email

Push notifications (on mobile)

Recommendations

SMS or Push for physical card

Email for virtual card(s)

Email for weekly reminders and automatic receipt capture

How it works
Go to Settings >> Communication Preferences

45 Settings
Personal Settings
Sign Qut

)

{1 Refer & Earn

@ Help

ramp 4

Setlings

Personal Settings

Profile Banking Login Methods Delegation Notifications
Notification Type SMS  Email
Personal a
> Weekly Reminders for Missing ltems -
> Missing Items (In Person)
> Missing Items (Online) O
> Automatic Receipt Capture -
> Receipt Successfully Captured
Commenting
> New Mention
> New Comment
Marketing Emails View marketing preferences 2



Adding other emails

You can add other emails to Ramp that you’d like to be able to
forward receipts from.

How to set it up
Go to Settings >> Edit Profile >> add relevant emails under Receipt
Forwarding

Important to Note

Your receipt will fail to match with the corresponding transaction if
you forward it from an email that is not linked to your Ramp
account

ramp 4

@ Setings

Comrpany Settings

Perszaal Scttings

Ramp Daveope

Profils Banking Login Methads Delzgatior Notifications

Personal Settings

p- Eeter Robinson

™ Farward recelpts fram your personal emall

Mhavandjianbegalli's Pizza
Watering Hole

Executive

@ EditProfile

rvrards nece oim and Rarng
£etdl iy amall
N(-!‘v; York City
Edit Profile
mhavandjianbegalfi+cwner@ramp.com
Pt

mhavandjianbagalli+owner@ramp.com

ST Phone Numba

Receipt Forwarding

Enter or paste email addresses

retHarrn

Robinson



Using your new Ramp card

. 1 physical card and unlimited virtual cards/person

° If you were invited to receive physical card, it will arrive in
3-5 business days

° While you’re waiting for your physical card you can go
ahead and use the virtual card that was generated. Once

‘VISA your physical card arrives and you activate it, you can you
that or the virtual card.

ramp £

Signature Business

° Ramp cards work with Apple Wallet and Google Pay

° There may be category and/or merchant restrictions on
your card(s) set by admins

512024 @& GrandHotel $83572 @ Lyft

@ Parking @ Airlines € Electronics € Clothing



Automatic card matching

My Virtual Cards

T&E

Work From Home

$95.00

Swap Manually

Physical vs Virtual cards

Physical Card
Use for any in-person transactions! Travel, Meals, etc.

Virtual Card(s)
Used for recurring business expenses like subscriptions, office
equipment, etc. or individual purposes like benefits.

Important to Note

Different cards may be subject to different receipt and memo
requirements. Ramp will remind you of what you need to submit by
SMS, push or whatever you have configured.

Certain cards, such as subscription cards, can have restrictions
that will make them not work on specific categories or will only
work for a specific vendor. This makes them extra safe.

‘¢ If you have multiple virtual cards, anything you buy with your
physical card will be auto-matched to the right virtual card.
When we're not sure, we'll message you to confirm, and you
can reassign transactions if necessary.



B o My Ramp [re—

Requesting virtual cards - -

My Physical Card My Virtual Carcis

o eom—— || Fe—
When?
If you need an expense or vendor specific card = g .
How? recentaciy  INEW Virtual Card
elogin
e Go to My Ramp ws o Gard Name Required)
e Click the yellow button that says “Request Spend” on the top o T
right of the screen 5 pom fraR sl v e
e Select “Virtual Card” Wiiakioi
¢ Fill in desired spending details :
* Submit for approval . y e PoONERIED

Additional Options
Advanced Controls
What fields are required?
Who needs to review?

Accounting



Receipt matching - SMS

How it works?
Respond to Ramp's automated text, follow the instructions on how to submit
info in that text message

-‘{';’- Pro Tip: Save our number in your phone: HIRAMP
(447-267) or 516-284-1304

Or text us directly at any time with a picture of your receipt(s)

In order to submit a memo, you'll need to respond to our automated text
requesting a memo. You can't just text us at any time to submit memos to
past transactions

Ramp

Hello, your transaction at Num Pang
for $50.24 requires a receipt and a
memo.

Please reply with a picture or email

receipts@tryramp.com and we’ll
match it.

Receipt matched!




Receipt matching - Email

How it works?

e Wait for Ramp to email you about your online purchase

¢ Attach receipts/invoices to this email if prompted (we accept PDF,
JPG, and PNG images)

* Type your memo directly into the memo box in the body of the email,
then click "Submit"

You can also forward receipts/invoice to receipts@ramp.com

e Can be in the body of the email or attached

¢ You can send more than one receipt in the same email

¢ Include a memo by writing "Memo: enter memo here" into the body of
the email but this workflow only works when sending individual receipts

¢ Add your personal email to your Ramp account so you
can submit receipts from there as well. Settings >> Edit
Profile

Action required for your
Amazon transaction

Hi Manasi,
A payment was made on your virtual card for $75.00 at Amazon. Ramp
Business Corporation's expense policy requires a receipt for transactions above

$75.00 and a memo for transactions above $75.00.

Please reply to this email with a receipt for your transaction, or forward the
receipt to receipts @ramp.com. Sign in to your dashboard to add a memo.

Transaction with Missing Iltems

Amazon
12/02/2020 + General Merchandise + Missing: Receipt
Memo

Type your memo here

Email Your Receipt

Ramp Business Corporation
36 E 12th St, Floor 3, New York, NY 10003




Receipt matching - Mobile App

How it works?

e Download the iOS or Android app in the App store

e Click the transaction and attach an existing photo or take a photo
within the app

® Type your memo into the memo field

My Ramp
Cards

Learning & Development
Lirk: wcal car

$1,556.22 remaining

{ Morth

Activity

O i TS
]

Sz,:s?gf?

32'3?,939.(.)

$23 +
v

§399.65

45 Book travel
“$) New reimbursement
5 Request spend

(©) Capture receipts




Submitting reimbursements Glegishompteny

Mileage

Create Reimbursement

Marwal

How it works ‘ : - =

e login

* Go to Reimbursements ‘

¢ Click the yellow button that says “Create Reimbursement” on | cAD
the top right of the screen ! = Kiom

e Fill in required information

e Submit for approval

e Managers will review, edit, approve, or reject

* Once approved, you will receive your payment within 2-3 days

-‘@'— Email your receipt to reimbursements@ramp.com and Ramp

. . . What is it for?
will start generating a draft reimbursement for you

What is it for?
Cash tips can be recorded manually on the receipt

Receipt
Receipt

Back el o

ramp 4



Coding your transactions

What is means
Assigning information to a transaction to tell your finance team
how to account for that expense

How it works

e Card Level Rules - automate coding of some fields

¢ Manual coding - All manual coding has to be done on either
the Ramp dashboard or IOS mobile app:

* SMS and Email notifications will contain a hyperlink that will
open the relevant transaction in Ramp on your web browser

* Ramp App will indicate your transactions missing items

ramp £

Prepaid requires Receipt, Memo, Category

Accounting Category

Accounting Expense Department

Dismiss Requirements

Receipts

2, Drop files or click here to upload



Flagging transactions

< X

Reasons to flag $700

¢ Accidental (personal charge)
¢ Dispute (possible fraud)
¢ Out of Policy (Card Managers + Admins only) Overview Aoty

September 16, at 4:52 AM

How it works

e Click on the transaction in your Ramp dashboard

¢ Scroll to the bottom of the transaction window that pops up
¢ Click the red Flag button and select the relevant flag type

s Jean Brown

B General Expenses Card (4064) (¢

@ Amazon Tips

AMAZON TIFS

© General Merchandise G amazon.comfgp/prime 4

Report Incorrect Info =
Flag as Accidental

=
Dispute Transaction A

More ~ Addto Trip €»

ramp 4



Communications from Ramp

Card limit warnings

T&E Card has reached 90.0%
of its limit

H Jazepo.

Thz iz a frercly reminder that you v reached 80.0% of your moedily card
lirmit for TEE Card (573,90 spert from $90.00 bmitl. If you qu over your frrit,
transaction vill sl being sutumaticlly cecined.

Your monthly Lelancs resstz on Ao 01, 2022

You can modity 18 crd r 106 8 NeW 00 ram your dasTnad,

Monthly Soerd
Lmit

$73.80 $80.00

fumonurtt Spent

Card Typa Virtusi
Cord Nerme TAE Card
Soend Limit $00.00
fate-Lock NoDate

Ioressz Uk

ramp £

Out of policy

Nickolas's transaction was
automatically flagged as out of
policy.

Hi Nickolas,

Yaur recent transaction of $782.22 st United Airines was automatically
flagged by & poicy rude.

Rule: the flight booked exceeded the total permitted trip Bight spend of
$750.00

Yau can reply-all o this email to start a conversation with your team at
Gnelson's Chicken Eatery or visit Ramp lor more oplins.

Bast,
Tha Ramp Team

4, Y 10303

Updates

A updete 1o your "Welness Benefit” cerd.

H
Ay wemie s mace changes % yuir <l

th crangae baia

Card Datalls:

Thas card can spend co

Alcamoenns ard of mewas,

Care Nams Welinees Beneft
Spend Lirlt £100.00 onthly
Pl Gerwenl Laperens — Cliret Sprod
Auto-Leos D Mar 12,2024
Cand Ty Virtal
Trrescticn Amour Liit Hose

Cllont Spand

Receipt

Acosms Curd

requred for ransaztions.
abarse $100.00

requred foe tranectinrs
abe $16060

Approvals

Your card request was approved

Hi Zelma,

Your request for & "Gas Card” card was approved.
Card Details:

This card can spend on
Al categaries and all merchants.

Card Name
Spend Limit
Poiicy

Auto-Lock Date

Card Type

Sutrmisson Poloy

General Expenses

Receipt required for transactions above $75.00

Access Card

Gas Card
$100.00 Monthly
General Expenses
No Date

Virtual



Basics for Managers

Transaction and reimbursement reviews, approvals, and policy

Today

Out-of-policy spend

@ A Weekend charge v p $46.96

Controller

@ A Large tab v M $376.78

time savings

@ A Duplicatereceipt v M $14.30
$XXXX -

money savings
ramp £



Manager review

When?
If you need an expense or vendor specific card

How it Works

* Review your team'’s transactions to ensure they are legitimate, on
budget and fulfill all required documentation

¢ Transactions >> Needs Review or Inbox

Actions to take:

e Approve - Transactions that have receipt, memo, coding and are
legitimate business expenses

* Flag - Transactions that are not legitimate business expenses or
you need additional context

¢ Wait - Transactions that are missing receipt, memo and coding.
Ramp will automatically remind employees so you don’t have to!

¢ Leverage filters to streamline the review process.
Recommended filters: My Team, Submission Policy Complete

ramp £

Needs Review

---------

Inbox «




£

£ Setup Guide

Next: Gat a quick tour of Ramp.

Q Search
& Inbox
4 Insights

= My Ramp

@® Transactions
& Cards

@ Relmbursements

2 Team

@ Vendors

& Settings
R Refer & Eam

@ Help

847

Tetal Count
B Dee
Deseloct 4

® Robert's trip to Newark &
Exxanmaobil

Wl
Miami Parking Author...

] MNP 09/16/2023 - Parking - Ro..
Requirements Complets
Soho Beach House

8 @B oor6iz02: Restauents.
Require Complate
Miami Parking Author...

] MP | 09/14/2023 - Parking - Ro.
Reguremants Compiata

O Anna'stnploDetroit &s
Swestgreen

0 061512023 - Restaurants...
Requiremants Complata

2
Duane Reade

[u] ) oo Suprmak

Inbox

Carc Requests 15

Q Search & Filter

155

v Date Range

Amcunt

$16.33

$375

$20.40

$6.50

$16.88

Cardholger

Reobert Williams
Menegar: Jonn Johrson

Robert Williams
Manager: John Johnson

Rebert Williams

sgar. John Johnson

Robert Williams
M

ger: John o

Anna Miller

Kevin's trip to Las Vegas, San Francisco, and Baltimore <3

© 4transactions sslected (select all 50) - $46.98

Kavin Davis

Purchase Orders
8 $ &

Policy Infermaticn

Linmit

Wellness
Virtusd- 3083

Wellness
Virtual - 3983

Wellness
Virtuad . 3962

Wellness
Virtund - 3983

SaaS
Virtuad - 2837

Work From Home

Memo

Travel

Lunch

Parking at Gensler. Offica buildout

Total Amount

$258,785.63

Flagor Approve

[P

R

[]

[®]]

= [=
Pl L]

T
O

g [pll ]

Remind (0)

\ :
Flag (4) I Approve (4) I



s

e e Out of Policy

Manager review ‘ e

! b " I~ ) "]
X p SanHnD
Resolving out of policy transactions -
Flagged transactions can be found via Transactions >> Out of o wmn 0N a - 5
Policy 3 e syl R - (|
Pending - Current Out of Policy flags that still require action 312888 ; _' ”
Resolved - Past Out of Policy flags that have been handled B : 2 T =
& Liresshipto Nav Veek Ve Ty Muafugdn o 1 e

Resolve an Out of Policy transaction when manager has the " = -
context they need and provides their approval e T 7 =

-> Unda Brown

° Tm; Srnith

£ Auto-Aacged

Lanchiwethparines

ramp £



Thank you.

ramp £



