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What is a Forward Contract?

A Forward Contract is an agreement to settle a Foreign Exchange transaction
for a fixed amount, at a fixed rate, on a future date. Forwards can be settled
either by a draft or wire.

Forward Contracts are an easy way to provide a hedge against the risk of
fluctuating exchange rates. They allow you to know in advance, the cost of any
future exchange payments you may have to make to suppliers, or the revenue
to be generated from incoming foreign payments.

NOTE: Forward Contracts are not used for speculation purposes, but are simply a
method of managing exposure to risk.

Creating a Forward Contract

Creating a Forward Contract is easy, you simply enter the particulars of the
payment you want to make, request a Quote to check the latest Forward
Contract rate and then place your order.

[0 To Create a Forward Contract:

1. Onthe Virtual Trading Desk welcome page, click the Forward Contract
button. The Create Forward Contract page will appear.

||'l%'"35 eficiaries_c ‘Help_c E-Mail

00K Uirtual Trading Desk

Edt Savesd FO
Create Forward Contract Client : ABC COMPANY|
Direction BUY - Contract Type |Open =

Contract Amount 2000 Currency AED =

Open Date (DD-MON-YYYY)  [23-JAN-2001 Booking Date  24-JAN-2001

Maturity Date (DD-MON-YYYY)  [25-JaN-2001 Comments |

( Quote) ( Quote and Order) { Save as Template )

m Thomas Cook Virtual Trading Desk




4 Forward Contracts

2.

Specify whether the
Forward Contract is a
Buy or Sell order.

4,

5.

In the Direction box, select Sell (if you are selling a currency), or Buy (if
you are buying a currency).

In the Contract Type box, select one of the following Contract Types:

Select Open if you want to provide for a window of time—from
two days to two months—during which payments may be made
from the Forward. Forwards of this type are the right choice
when the exact date on which funds will be required is not
known at the time of booking.

Open

Select Fixed if you want to have a specific end date on which
the Forward Contract must be paid in full. Forwards of this type
are the right choice when the exact date on which a future
transaction will occur is known at the time of booking.

Fixed

ook
EditSaved FG | _Approve | _Gancel | Dravdown | _Reports _|

Greate Forward Contract Client : ABC COMPANY| Click to select either

Direction BUY = Contract Type [Open - Open or Fixed contract
Contract Amount |ZDDD Currency AED = type.
Open Date (DD-MON-YYYY)  [29-JaN-2001 Booking Date 24-JaM-2001

WMaturity Date (DD-MON-YYYY)  [26-JaN-2001 Comments |

( Quote )  Quote and Order) { Save as Template )

In the Contract Amount box, enter the amount of the Forward Contract.

In the Currency box, select the currency for your Forward Contract.

m  Thomas Cook Virtual Trading Desk




Forward Contracts 5

6.

If you selected an
Open contract type,

If you selected Open as your Contract Type, you will need to do the
following:

i. Inthe Open Date (DD-MON-YYYY) field, type the beginning date of the
open period. Don’t forget to include the dashes between the days,
months and years.

ii. Inthe Maturity Date (DD-MON-YYYY) field, type the end date of the
open period.

NOTE: If you selected a Fixed Contract Type, the Open Date field will not be
available. The Booking Date shown is the date you booked the Forward Contract.

CIDK
Edit Saved FO
Create Forward Contract Client : ABC COMPANY|
Direction BUY = Contract Type |Open =

make sure you enter Contract Amount 2000 Currency AED &

the Open and
Maturity Dates.

Click Save as Template to
save the Forward Contract
as a template.

Open Date (DD-MON-YYYY)  [29UAN200T | Booking Date 24-Ja-2001
Maturity Date (DD-MON-YYYY) [2-JANZ007 | Comments |

("Quote) (" Quote and Order) (_Save as Template )

Type any applicable comments in the Comments field.
Click Save as Template to save the Forward Contract.

A message will appear, “Confirmation. Forward Contract is saved
successfully and will be referred by a number [#number] in future.”

To find out more about Templates, see the “Online Help” or the “VTD Help
Reference Manual” beginning on page 9.

m Thomas Cook Virtual Trading Desk




6 Forward Contracts

9. Once you have saved the Forward Contract, the next step is to select one of
the following:

= Quote if you would like to find out the latest Forward Contract rate.
See “Requesting a Quote for your Forward Contract” on page 7.

= Quote and Order if you would like to order your Forward Contract. See
“Requesting a Quote and Ordering your Forward Contract” on page 8.

”%“39 . 3 ; irtual Trading, ; aneficiari ; 'E-Mai

00K Virtual Trading Desk

Edit Saved FC
Create Forward Contract Client : ABC COMPANY|
Direction BUY = Contract Type | Open =

Contract Amount 2000 Currency AED =

Open Date (DD-MON-YYYY)  [23-JaANZ001 | Booking Date  24-JH-2001
Maturity Date (DDMONYYYY)  [23-J4N-2001 | Comments |

(“auote ) (" Quote and Order ) {* Save as Template )
Click Quote and Order |

to place your order.

0 NOTE: If your organization requires you to obtain approval for your Forward
Contracts before the order can be placed, select Post for Approval and see
“Posting your Forward Contract for Approval” on page 9.

Thomas Cook Virtual Trading Desk




Forward Contracts 7

Requesting a Quote for your Forward Contract

Before you place your order, you can obtain the latest Forward Contract
rate by selecting Quote on the Create Forward Contract page. See the
example on the previous page.

Virtual Trading Desk will provide you with the latest rate and the cost of the
Forward Contract in the base currency. You can request a quote as many
times as you like.

U To Request a Quote for your Forward Contract:

1. Once you have entered your Forward Contract information, click Quote
on the Create Forward Contract page to obtain the latest exchange rate
for your Forward Contract. The quote page will appear.

DDK
Edit Saved FC
Quote Client : ABC COMPANY
Foreign Currency  Contract Amount Base Currency Rate Ameount in Base Currency
Quote shows the AED 2000.00 UsD 0.273224 546.44
exchange rate and the | |
cost in the base Deposit Required 0,00

currency.

Click Quote and Order to
place your order.

( Quote and Order) ¢ Back to Create Page

By pressing quote & order Thomas Cook reserve the right fo request a cash
deposit, if you have any questions please call your Thomas Cook representative

2. After viewing your Quote, do one of the following:
= Click Quote and Order to place your Order. See the following page.

= Click the Back to Create Page button to return to the Create
Forward Contract page.

m Thomas Cook Virtual Trading Desk




8 Forward Contracts

Requesting a Quote and Ordering your Forward Contract

You can obtain the latest Forward Contract rate at the same time you place
your order, by selecting Quote and Order on the Create Forward Contract page.

0 IMPORTANT: Once you click on Quote and Order, your order is placed immediately
and you cannot cancel the order online. If you want to cancel the order, you must call
your Thomas Cook representative immediately.

U To Quote and Order your Forward Contract:

1. Click Quote and Order on the Create Forward Contract page.

Th%lﬁ
Use this reference
number to track Forward Contract #11358 has been approved and sent to your branch administrator for
individual Forward — [ further processing
Contracts.
Quote Client : ABC COMPANY
Foreign Currency  Contract Amount Base Currency Rate Amount in Base Currency
Shows the exchange AED 3000.00 (0] 0.272480 817.44
rate and the cost in the l |
base currency. Deposit Reguired 0.00

{ Back to Create Page )

A message will appear, stating that your Forward Contract has been
approved and will be sent to your branch administrator.

0 NOTE: Depending on payment and credit terms, a deposit may be required.

2. Click the Back to Create Page button to return to the Create Forward
Contract page.

m  Thomas Cook Virtual Trading Desk




Forward Contracts 9

Posting your Forward Contract for Approval

If your organization requires you to obtain approval before the Forward
Contract can be placed, select Post for Approval on the Quote page to start the
authorization process as shown in the example below.

. i . Virtual Trading Desk

Quete Client : ABC COMPANY
Foreign Currency Contract Amount Baze Currency Rate Amount in Base Gurrency
AED 2000.00 3D 0.273224 546.44
Daposit Requirad 000

Click Post
for Approval.

( Post for Approval j { Back to Create Page )

U To Post your Forward Contract for Approval:

1. Click Post for Approval on the Quote page (or Create Forward page).

™ok

Use this Reference Confirmation
Number to track
individual Forward
Contracts.

| Forward Contract #11382 is sent for approval. You will be informed through mail once it gets
approved.

A message will appear, stating that your Forward Contract has been sent
for approval and you will be informed by e-mail once it is approved. See
“Approving an Order” on page 15.

m Thomas Cook Virtual Trading Desk




10 Forward Contracts

Editing a Forward Contract

There may be times when you will need to change some aspects of an approved
or saved Forward Contract. To do this, you simply go to the Edit Saved FC page
and make your changes.

[0 To Edit a Saved Forward Contract:
1. Click the Edit Saved FC tab.

The Edit Forward Contract Details will appear.

Client : ABC COMPANY

Each saved Web Reference Number Contract Type Contract Amount Open Date Maturity Date
Forward Contract (in Foreign Gurrency)

is assigned a Web 1378 Open 4000 28-JAN-2001 28-Jah-200d
Reference Number. | 11379 Open 1500 28-JAN-2001 28-JAN-2001

. 11380 Onan 30 28-JAN-2001 28-Jah-2001
Click on the Web

Reference Number
to edit the Forward
Contract.

2. Inthe Web Reference Number column, click on the Web Reference Number
of the Forward Contract you want to edit.

m  Thomas Cook Virtual Trading Desk
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The Edit Forward Contract page will appear.

Thggﬁ Home . Virtual Trading Desk_c Add_Beneficiaries ¢ Help_¢ E:-Mail
Uirtual Trading Desk

EditSaved FO

Edit Forward Contract Client : ABC COMPANY
Web Reference Number 11378 Direction ,E,
Gontract Amount lal[l[ln— Currency AFD +
Gontract Type [Open] Booking Date  24-JAN-2001
Open Date (DD-MON-YYYY) [e3-Janvzini |
Waturity Date (DD-HON-YYYY) oAz | Comments |
Make your . ("Quote) (" Quote and Order) (”Save ) ("Delete Contract) ( Back
changes and click

the Save button.

3. Make the necessary changes to your contract and click the Save
button. The Edit Forward Contract (s) Details page will reappear
showing all saved contracts.

= If you want to request a Quote or place an order, click either the
Quote or Quote and Order buttons. See “Requesting a Quote for
your Forward Contract” on page 7 or “Requesting a Quote and
Ordering your Forward Contract” on page 8 for instructions.

= If you would like exit the Edit Forward Contract page without
making any changes, then click the Back button.

m Thomas Cook Virtual Trading Desk




12 Forward Contracts

Deleting a Forward Contract

There may be times when you will want to delete a Forward Contract. To do
this, you simply go to the Edit Saved FC page and make your changes.

[0 To Delete a Forward Contract:
1. Click the Edit Saved FC option.

The Edit Forward Contract Details will appear. See sample screen on
page 11.

2. In the Web Reference Number column, click on the Web Reference Number
of the Forward Contract you want to delete.

The Edit Forward Contract page will appear.

WK
| Create | EditSaved FC__ | Approve | Ganoal | Drawdovn | Feporiz |
Edit Forward Contract Client : ABC COMPANY
Web Reference Number 11378 Direction [BUY B
Contract Amount 4000 Currency AED =
Contract Type Open = Booking Date 24-1pN-2001
COpen Date (DD-MON-YYYY) 25-JAN-2001
Haturity Date (DD-MON-YYYY) 2-JAN-2001 Comments [
Click to delete the (" Quote) (" Quote and Order) (” Save ) (" Delste Contract) { Back )

Forward Contract.

3. Click the Delete Contract button.
A message will appear, stating “This record is going to be deleted!”

4. Click OK to delete, or Cancel, if you do not want to delete the contract.

m  Thomas Cook Virtual Trading Desk
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Approving or Rejecting Forward Contracts

If your company has an approval process then each Forward Contract must be
sent for approval before the order can be placed.

Once an order has been sent for approval, an e-mail will be sent to those
individuals in your organization who have been designated as Approvers
nofifying them of a pending Forward Contract order. They can then access the
Approve Forward Contract Detail page, and do any of the following:

= Obtain a new quote

= Approve the order.

= Reject the order.

Accessing the Approve Page

1. Click the Approve option.

The Approve Forward Contract(s) Details page will appear displaying all
orders requiring approval.

ODK
Edit Saved FC
Approve Forward Contract(s) Details Client: ABC COMPANY
Web Reference  Contract  Foreign Contract Qpen  Maturity Authorization ~ Comments
Humber Type Currency Amount Date Date Reqquired
Click on the -
0 19-JAN- Single Autherization
Forward Contract 11287 Fixed DEM 1000000 2001 reqied
ou would liketo ——— -
y i 1z o DEM 1000000 19-JAN- Single Autherization
approve or reject. S 2001 required

m Thomas Cook Virtual Trading Desk




14 Forward Contracts

Review the order
and then click
Quote and Order
to approve, or
Reject to reject
the order.

2.

In the Web Reference Number column, click on the Order that you would
like to approve.

The Approve Forward Contracts page will appear displaying the details.

m%gﬁ

| Greate | EditSaved FG___ | Approve | Gancel | Dravidown | Reporis |
Approve Forward Contracts Client : ABC COMPANY
Web Reference Number 11287

Type Fixed

Purchaze Date 18-JAN-2001

End Date 19-Jak-2001

Currency DEM

Contract Amount 1000000

Comments

{ Reject ) [ Quote ) ( Quote and Order ) @

Obtaining a Quote before Approving or Rejecting

1.

On the Approve Forward Contracts page, click Quote.

The Quote page will appear showing the current exchange rate for the
order. See “Requesting a Quote for your Forward Contract” on page 7.

After viewing your Quote, do one of the following:

= Click Quote and Order to place your order. Then, see “Accessing the
Approve Page” on page 13 to select for approval.

= Click the Back to Create Page button to return to the Approve Forward
Contract page.

Thomas Cook Virtual Trading Desk
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Approving an Order

A message
indicates the order
is approved and, if
applicable, to
whom it has been
sent for additional
approval.

Review the details of the order and click Quote and Order to approve.

The Quote page will appear showing the current exchange rate for the
order.

'Cook
EditSoved FO

—Forward Contract #11304 has been approved and sent to your branch administrator for further

processing
Quote Client : ABG COMPANY|
Foreign Currency Contract Amount Baze Currency Rate Amount in Baze Currency
AED 2000.00 (0] 0.273873 547.94

Deposit Requirad 0.00

{ Back o AEEmve Plguj

A message will also be displayed, stating that the order has been approved.
If the order requires more than one approver, the message will indicate to

whom the order has been forwarded for additional approval.

Once you have finished, click Back to Approve page to approve another

Forward Contract, or exit VTD.

m Thomas Cook Virtual Trading Desk




16 Forward Contracts

Rejecting an Order

1.

Click Reject, if you would like to reject the Forward Contract order.

The Explorer User Prompt will appear.

Explorer User Prompt

=
—
—

riot required at this timel

Type the reason for the rejecting the Forward Contract Order and click OK.

A message will appear, stating “By pressing OK, this Forward Contract
cannot be quoted or ordered. Confirm?”

Click OK to confirm your rejection, (or Cancel to cancel the rejection).

Once the order has been rejected, an e-mail with comment is sent to the
person originating the order notifying them of the rejection.

Thomas Cook Virtual Trading Desk
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Using Forward Contract Drawdowns

When you create a Forward Contract you must specify a maturity date. The
maturity date is the final settlement date of the contract. If you create an open
Forward Contract, you must also define an “open date” period which specifies
the time period when you will begin to have access to your funds, prior to the
maturity date.

Two days before your contract open period begins, you will receive an e-mail
stating that you will have access to the contract funds in two days and can
begin drawing down the contract amount. You can either draw all of the
amount, or portions of the amount, during the open period.

Drawing Down a Forward Contract

To draw down a Forward Contract you simply enter the particulars of the
drawdown payment you want to make and place your order.

[0 To Draw Down a Forward Contract:

1. Onthe Create Forward Contract page, click the Drawdown option. The
Draw Down Forward Contract page will appear listing all Forwards that
have become open.

ﬂﬂk
Each saved Forward
. . Draw Down Forward Contract(s) Client : ABG COMPANY
Contract is assigned a P P P et
orwa ntra ntract Foreign emaining uri
Forward Contract Reference No Type Curre?lcy Amount s Bats Open Date pove Cemrents
Reference No. 16-JAN-

— 33333333 Cpen Canadian Dellar 399693 0850000 2001 3 -JAM-2001
Click on the Forward
Contract that has
matured.

0 NOTE: Only those Forward Contracts whose Open Date or Maturity Date has
been met will appear.

m Thomas Cook Virtual Trading Desk
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2.

Click Quote, if you
want to obtain a spot
quote for an amount
in addition to your
drawdown amount.

Click on the Forward Contract that has matured. The Draw Down Forward
Contract page will appear.

Use the Quote and
Order button to obtain
the latest exchange

rate and place your
order.

If required, click Post for
Approval. An e-mail will
be sent to your approver.

If the payment you want
to make exceeds the
Remaining Amount, enter
the additional amount
you require.

Th%ggﬁ . Home. : VirtualTrading Desk_g Add, Btmnmrms : Help_c E-Mail
irtual Trading Desk
- Shows you at a

Dravs Down Forward Contract Glient : ABC comPANY [l glance the

FC Ref.No[: 5555555  Remaining Amount : 750000 & e remaining
5 Glear Form Quote) 5 Append Template I] Ternplate amount that can
5 Add Rows (" Quote and Order) 5 Delete Template be drawn on the
5 Delete Chesked Item Post for Approval) 5 Save Template current | forward contract.
IR | -
1[wies] o [am {2000 | A1 ZURICH pal & Beneficiaries
2 |Wire = CHF o [o |AE1ZURICH i r tahssociated \:vith

e paymen
3[wies] o [ [AETZ0RICH | m curanZy will be
N T e [o [AETZURICH i O alpbhatecially
5 [wire = CHF o o |4E1 ZURICH i O displayed.
6 [wisll cF P [o [AETZURICH i O
7 [wire = Gr o [o [#E1ZURICH B ]
g [wisll o P [o [AETZURICH i O
afwies] o o [o [AETZURICH ol m
o[l oF o [ [AEIZURICH HI of
E

0 NOTE: The Draw Down Forward Contract page can only be opened when one or

more Forward Contracts are due.

If you want to use an existing template, click Append Template and select a
template from the list shown. The template will be added to the Draw Down
Forward Contract

To find out more about Templates, see the “Online Help” or the “VTD Help
Reference Manual”.

In the Product column, select your method of payment— Wire or Draft.

The currency for the Forward Contract is already displayed.

Thomas Cook Virtual Trading Desk
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o

In the Drawdown amount column, enter the amount of your payment.

NOTE 1: If you know the domestic amount of the drawdown payment, but are
unsure of the Foreign Exchange (FX) amount, simply enter an asterisk(*) before the
domestic amount of your payment and VTD will calculate the correct foreign
payment amount.

NOTE 2: You can draw down an amount in excess of the Forward Contract
remaining amount, by entering the amount in the Additional Amount column and
requesting a spot quote based on current exchange rates. See “Requesting a Spot
Order in Addition to your Drawdown Payment” on page 21.

In the Beneficiary column, accept the current Beneficiary, or select a new
one from the drop-down box.

In the Comment column, enter any applicable comments, e.g. Invoice
number.

To place your draw down payment, do one of the following:

= Click Quote and Order to place your draw down payment. See “Placing
your Drawdown Order” on page 20.

= If your organization requires you to seek approval prior to ordering a
draw down payment, click Post for Approval. The procedures to follow
are the same as posting a spot order for approval. See “Contact Ordering
Limits” in the “VTD Text Guide”.

0 TIP: In addition to entering your drawdown amounts and beneficiaries you can also

perform the following additional tasks on the Draw Down Forward Contract page.
m If you want to clear the information you entered from the form, click the Clear
Form button.

= If you want to add another row to the page, click the Add Rows button. A new
numbered row will appear at the bottom of the page.

= [f you want to delete a row, click the Del box at the end of the row you want to
delete and then click Delete Checked Items. The row will be removed.

= If you want to save the drawdown as a template, enter a name for the template
and then click Save Template. To find out more about Templates, see the
“Online Help” or the “VTD Help Reference Manual”.

m Thomas Cook Virtual Trading Desk
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Placing your Drawdown Order

1.

Click Quote and Order on the Draw Down Forward Contract page. The
Quote and Order Page will appear.

m%algs‘) C‘Home. ¢ ‘Virtual Trading Desk_c Add Beneficiaries . Help_c 'E-Mai
Virtual Trading Desk

Edit Saved FC

Quote and Order Client : ABC COMPANYJRIN
Client Name ABC COMPANY Contact Name one
Contract Ref No 3333333 Direction BUY
Foreign Currency EUR Base Currency UsD
Totals
The details of your draw Purchases: FX Amt Rate Base Amt The additonal amount
you requested is
down order payment are —i— BUY BUR 400000 0950000 3800.00  Forward Draw Down
displayed BUY EUR 12000.00  0.925900 11110.80  Spot shown as a Spot
Order. See
Total Purchases 14910.80 “Requesting a Spot
perais Chares S Order in Addition to
Total: 14910 80 your Drawdown
Ttems - Payment” on
age 21.
Drawdown Items pag
Item Id FX Amt Rate Base Amt  Trans Beneficiary Comment

A breakdown of each
drawdown item (payment
or spot order) will also be
shown.

2.

1 892369 BUY EUR 4000.00 0.350000 380000 WIRE aeoul

Spot Ttems
Ttem Id FX Amt Rate  Base Amt Trans Beneficiary Comment
1 892369 BUY EUR 12000.00 0925900 11110.80  WIRE asour
Download

To download a receipt of your order, click the Download button. The File
Download dialog box will appear.

If you want to open and view the drawdown receipt, click Open this file
from its current location. You can use any text file reader to view the
file, e.g. Windows Notepad, Microsoft Excel, etc.

If you want to save the drawdown receipt, click Save this file to disk.
The file will be downloaded to the directory you specified. Click Close
to exit the Download Complete dialog box.

m  Thomas Cook Virtual Trading Desk
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Requesting a Spot Order in Addition to your
Drawdown Payment

Click Quote to
obtain the current

There may be times when you will want to draw down an amount in excess of
the amount remaining on your Forward Contract. You can do so by entering the
amount on the Draw Down Forward Contract page and requesting a spot order.

U To Request a Spot Order in Addition to your Drawdown Payment:

1. Onthe Draw Down Forward Contract page, enter the amount in the
Additional Amount column as shown in the example below.

exchange rate.

Enter the amount of
the Spot Order in the
Additional Amount
column.

m%lazk; Ulrluul'lrudlng tlusk
[ Creste | Editsaved PG| dpprove | Ganoel | Drawdown | __Repors__|
Draw Down Forward Contract Client: ABC COUPANY [l
FCRef.Mo : 5555555  Remmining Amount: 750000  Comments :
5 Clgar Form (Quots 5 Append Template I_;lTemp\ate
5 Aadd Fows ("Quote and Order 5 Delete Template
€ Delete Checked ltem ("Post for Approval pprovaly 5 Save Termplate W |
O N
Wire = [4000 [12000 [ AEIZURICH O
N B GF D [o [aE1zuRiCH j| r
ifwiel] coF [ [ErzumicH i O
4wl  oF [o [2E1z0RicH ol r
5 [wire = CHF [o [o [AEIzURICH Bl u|
6 [wire = @F |E [o [2€1zURICH B r
7 [wire 2 cF o [o [aE1zuRicH Al r
glwiel] coF o [o [2E1z0RicH ol T
9 [wire = tF o [o [aE1ZURICH i r
WwweE tF P [ [AErZURCH el OB
il

2. Click Quote to view the current exchange rate and drawdown amount.

m Thomas Cook Virtual Trading Desk
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[Thomas
00K Uirtual Trading Desk
i
Client Name ABC COMPANTY Contact Name one
Contract Ref No 3 Direction BLET
Foreign Currency AED Base Currency TSD
Totals
- Purchases: FXAmt Rate Base Amt
The additional
BUY AED 400000 0.273224 1092.90  Forward Draw Down.
amountyou ordered — 1 ruv aEp 12000.00  0.273224 3278.69 Spot
will be shown as a
Total Purchases 4371.58
spot quote. Service Charges 0.00
Totak: 4371.58
Ttems [
Drawdown Items
FX Amt Rate Base Amt Trans Beneficiary Comment
il BUY AED 400000 0.273224 109290  WIRE aanons Fissuander
A breakdown of the
. B Spot Items
spot order item will
also be shown. o FX Amt Rate Base Amt Trans Beneficiary Comment
1 BUY AED 12000.00 0.273224 3278.69  WIBE AMBONS FISHMARKET
Postfor Appraval Quote & Order | Cancel | Back

The quote page will appear showing your order.

3. Do one of the following:

Thomas Co

= Click Quote & Order if you want to place your spot order. See “Quote
and Order in the VTD Text Guide”.

= Ifyou require approval prior to your spot order being placed, click Post
for Approval. See “Contact Ordering Limits in the VTD Text Guide”.

= Click Cancel to cancel the quote.

= Click Back to return to the Draw Down Forward Contract page.

ok Virtual Trading Desk
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Generating Forward Contract Reports

The Forward Contract Reports provides you with an efficient way to track and
monitor your outstanding Forward Contracts. There are two reports available:

Outstanding Forward Contracts: Lists all of your outstanding Forward
Contracts.

Drawdown History: Provides a detailed breakdown of each of your drawdown
payments.

Generating an Outstanding Forward Contracts Report

1. Onthe Create Forward Contract page, click Reports. The Reports page will
appear.

Home ¢ VirtualTrading Desk :Add Bench:ianus: Help_c E-Mai
ook 9

Uirtual Trading Desk

_ Edit Saved FC
Select Outstanding
Forward Contracts
as your Report type. Reports Client ; ABC COMPANY,
—Select a Report Type |Outstandmg Forward Cnntramsj Sort By |Reference Numherj |Ascending j

]

Click on "Select All" or selectindividual search parameters

W Amount |equa\ 10 J | lm
¥ Transaction Date |equa\ 1o j | (DO-MON-YYYY) W
W Maturity Dats [equalto N | (DDMON-YYYY) lm
W Cunency lﬁ lm
¥ Reference Nurber l—

Generate Report )

2. Inthe Select a Report box, select Outstanding Forward Contracts.

m Thomas Cook Virtual Trading Desk
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3.

Select the sort
method and the
order in which the
records in your

In the Sort By box, do the following:

Select how you would like the records displayed in the report by
Reference Number, Contract Amount, Unutilized Amount, Contract
Type, Direction, Booking Date, Open Date or Maturity Date.

Select Ascending, if you want your records sorted from lowest to
highest, or Descending, if you want your records sorted from highest to
lowest.

Reports Client : ABC COMPANY

Selecta Report Type |Outstanding Forward Contracts j Sort By |Reference Nurnber J |Ascendmg j

L« |

report are
displayed—
Ascending or
Descending

Use the search
parameters to limit the
number of records that will
appear in your report.
Click Select All if you want

to apply all of the search — |

parameters.

4.

Click on "Select All" or select individual search parameters

Selectal
W Arnount |grealerlhan J ” AND 7
W Transastion Date |equa\ 10 J | {DO-MON-YYYY) AND x
¥ Watuiiy Date [equalta R | [DDMON-YYTY) AND 2

I” Currency

I” Referance Nurnber

AND 7

Generate Report)

In the Search Parameters boxes, do the following:

Use the search parameters to limit the number of records that will
appear in your report by Amount, Transaction Date, Maturity Date,
Currency or Reference Number. Click the box beside the search
parameter(s) you want to select.

0 NOTE: Click the Select All button if you want to apply all of the Search

Parameters to your report. When you click Select All, the report will appear in
a separate window. You do not need to click Generate Report.

Thomas Cook Virtual Trading Desk
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Use the “greater
than, equal to, etc.
parameters to
further limit the

Use the “equal to”, “less than”, “greater than” “less than or equal to” or
“greater than or equal to” parameters to further limit the number of
records that will appear in your report

For example, let’s say you want to create an Outstanding Forward
Contracts report that showed only those Forward Contracts in the
amount of $3,000 or more.

To accomplish this you would do the following:
a. Select the Amount search parameter.

b. Select “greater than”.

c. Enter $3,000 in the blank field.

Only those Forward Contracts in excess of $3,000 will appear in your
report.

Reports Client : ABC COMPANY

Selecta Report Type ‘Outstanding Fonward Cumradsj Sort By |Reterence Numberj

Ascending J

Click on "Select All" or select individual search parameters

records in your
report.

Use the “AND” or
“OR” operators to
combine one or
more search
parameters.

Click to create your
report.

Selactall

W frnount \greaterthan j \3UUU AND x

[ Transsction Dele | equal o B | [DOMONYYTY) AND -
I” Maturty Date ‘equa\ ul j ‘ (DD-MAN-YVYY) AND =
[” Currency i AND =

I” Reference Nurber

|

Generate Report)
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iii. Use the “AND” or “OR” operators to combine one or more search
parameters. See the sample screen capture on the previous page.

m  The “AND” operator indicates that the records to appear in the
report must meet both search parameter conditions.

m  The “OR” operator indicates that the records to appear in the
report can meet either of the two search parameter conditions.

5. Click Generate Report. Your report will appear in a separate window as
shown in the example below.

Virtual Trading Desk
Qutstanding Forward Contracts Client : ABC COMPANY
Client Name: ARC COMPANT Report Date: 24-TAN-2001
Report Requested by : one Report time : 12:14:34 P
Reference Contract GContract Foreign ., Booking Open Maturity  Unutilized
No. Amount fiate Type Currency Diteoion Date Date Date Amount Comnents
i 200000 0273022 Fived UAE Ditharm BUY ;ganN' ig#fw_ 2000.00
i 200000 0273223 Open UAE Ditham BUY gé;’w' igaij' gganN- 2000,00
5 200000 0273224 Fived UAE Ditham BUY ;ganN' iganN' 200000
8 2000.00 0273223 Opan UAE Ditham BUY géaij' ig#ﬁN' ggaij' 2000.60
90999 200000  0.273224 Fived UAE Ditham BUY ;E(‘)JfN' igé’w' 200000
99999 200000 0.273972 Open UAE Ditham BUY ;ganN' gﬁaij' gﬁaij' 2000.00
Click Back when you
have finished Back
viewing your report.
E

6. Once you have finished viewing your report, click the Back button to return
to the Reports page.
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3. Inthe Search Parameters boxes, do the following:

i. Use the search parameters to limit the number of records that will
appear in your report by Amount or Transaction Date (From-To). Click
the box beside the search parameter(s) you want to select.

0 NOTE: Click the Select All button if you want to apply all of the Search
Parameters to your report. When you click Select All, the report will appear in
a separate window. You do not need to click Generate Report.

Reports Client : ABC COMPANY J
Selecta Sort

Report |Drawduwn History j By |Reference Numberj Ascending j 5
i .

Click on "Select All" or select individual search parameters

Use the search Selectal

parameters to limit the
number of records that will ‘W Amount |equa\ t j
appear in your report. —_—

: . | [ Transaction — Enter Dates in DO-MON-YFYY'
Click Select All if you want Bt B fotmat

to apply all of the search T
parameters. 2

|AND 7|

Generate RnErl;

ii. Use the “equal to”, “less than”, “greater than” “less than or equal to” or
“greater than or equal to” to further limit the number of records that
will appear in your report.

iii. Use the “AND” or “OR” operators to combine one or more search
parameters:

m  The “AND” operator indicates that the records to appear in the
report must meet both search parameter conditions

m  The “OR” operator indicates that the records to appear in the
report can meet either of the two search parameter conditions.
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Use the “greater
than, equal to, etc.
parameters to
further limit the
records in your
report.

Use the “AND” or
“OR” operators to
combine one or
more search
parameters.

For example, let’s say you wanted to create a Drawdown History report
that showed only drawdown amounts in the amount of $3,000 or more
for the period of 1 November to 15 November.

To accomplish this, you would do the following:
a. Select the Amount search parameter.

b. Select “greater than”.

c. Enter $3,000 in the blank field.

d. Select the AND operator.

Only those drawdown amounts in excess of $3,000 that were transacted
between 1 November and 15 November would be selected.

Reports Client : ABC COMPANY|

Selecta Report Type ‘DrawduwnH\stury J Sort By |ReferenceNumberj ‘Ascendmgj

Click on "Select All" or select individual search parameters

Selectall

¥ Arnount |equa\m J \3000 m

¥ Transaction Uate  From 1 Enter Dates in DO-MON-YYYY format
To: (160101

Click to create your
report.

Ganorato Raport)
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4. Click Generate Report. Your report will appear in a separate window as
shown below.

CIDI( Virtual Trading Desk
Drawdown History Client : ABC COMPANY
Client Name:ABC COMPANY Report Date: 1-NOY-2000
Report Requested by : Jason Mugford
Order ID Web Ref. No. Date Time  Contact Items Total Cost
Click to view
detailsofthe  ____| puimp 12% 31-0CT-2000 DB:33.08 Jason Mugford 1 180150
order. B44135 123 31-0CT-2000 OB:45:01  Jason Mugfard 1 1801 50
644136 1236 31-0CT-2000 06:47:40 Jason Mugford 1 240200
644511 1236 31-0CT-2000 04:03:14  Jason Mugford 1 60050
644513 1236 31-0CT-2000 04:03:18 Jason Mugford 1 60050
644334 1236 01-HOV-2000 07:52:06 Jason Mugford 1 1201.00
644337 1236 01-HOY-2000 08:11:10 Jason Mugford 1 1201.00
644339 1236 01-HOV-2000 08:19:19 Jason Mugford 1 1801.50
Totals: 8 1140950
M Back -

5. If you want to view the details of a specific Drawdown Order, click the
applicable Order ID.

The Order Details page will appear as shown on the following page.
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Displays your drawdown

payment details.

Click to see the next or
previous order in your
Drawdown History.

eports - Microsoft Internet Explorer HEE
J File Edit View Favoites Tools Help
=l
Virtual Trading Desk
Order Details Client : ABC COMPANY
Client Name: ABC COMPANY Order Date: 31-0CT-2000
Order ID:544135 Base Currency: USD
Weh Reference Number:1236 Status:Processed
Creator: Jason Mugford Authorized By:Jason Mugford
Fx Amt  Rate Base A t Beneficiary G
SELL WIRE  AUD 300000 0.600500 180150 LISA CLOTHES Forward Draw Down
SELL WIRE  AUD 0.00 0526500 000 USACLOTHES Spot
Totals 3000.00 1801.50
Base Amount Total : 130150
Service Charge: 0.00
Overall Base ccy Total :  1801.50
Sequence 1D Foreign Currency Foreign Amount
i AUD 3000.00
Total: 3000.00
" Next Order + Append to Current Order |
B Back
=l

The Order Details page will display the drawdown details for your order. If
you wish, you can append this order to your current order eliminating the
need to manually enter the drawdown details.
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