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Preface

This document details the functionality that is available to a principal user.

Target Audience
This document is aimed at members using NYSE Liffe Guardian.

The general approach and technical complexity of this document should allow for this
readership.
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Introduction

1. Introduction

The NYSE Liffe Guardian application for NYSE Liffe U.S. is used to support the physical
delivery of commodities on the NYSE Liffe U.S. exchange. The application is used by
Members, Depositories and the NYSE Liffe U.S. Registrar.

The main functions are:

o Dematerialisation of vault receipts into electronic vault receipts

e Management of electronic vault receipts - transfer and withdrawal

e Management of Deliveries — submitting intentions to deliver and delivery allocations

o Member Invoicing — calculation of invoicing of delivery and storage fees

e Reporting — inventory and delivery enquiries.
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Getting Started

2. Getting Started

2.1 Authorisation

There is a hierarchy of access levels. The functions that a user can access correspond to
the role that the user performs. Market Operations designate one user for each member
as the principal user and this principal user is able to create other users within their own

group, see User Maintenance.

A user will be given a username and password. The password will need to be changed at
initial login. The user will also be prompted to enter a ‘shared phrase’ which will be used

in subsequent logins.

2.2 Logging In

A new user will be informed of their username by their principal user or NYSE Liffe
Administrator. They will receive their password via email and on initial login be required to

enter a shared phrase.

Following initial login the user will be required to change their password and enter a

shared phrase.

The password convention must be followed. The password is case sensitive. It must be a
minimum of eight characters long and contain at least one uppercase, one lowercase,

one digit and one non-alphanumeric character.

A user is allowed three collective attempts to enter their password and shared phrase, if
unsuccessful the user account is locked. Contact the principal user or system
administrator to unlock the account or reset the password/shared phrase if required.

1. Enter the NYSE Liffe Guardian url in your browser window.

'NYSE Liffe (Test-Client)

MNY'SE Liffe Guardian

User Mame

Password

Authorized use only

LogIn

|

2. Enter your username.

3. Enter your password.

NYSE Liffe Guardian User Guide
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Getting Started

Note: The password and shared phrase fields are case sensitive.
Click Login.
Three numbered fields are displayed at random for the shared phrase. They

represent either a character (upper or lower case) or digit within the shared phrase in
the position specified by the field. The positions are generated at random.

Shared Phrase EI.vITl ja| j

For example: 2, 7 and 8 would represent the second, seventh and eighth character or
digit in the shared phrase.

Select the corresponding character (upper or lower case) or digit in the shared phrase
that corresponds with the position requested.

Click Login. The Home page is displayed.

On initial login the user will also be prompted to accept the Terms and Conditions.

2.2.1 Changing Your Password

Once a user has logged in for the first time they are prompted to change their password.
A user will be automatically prompted to change their password when it is due to expire.
You can change your password whenever you require using the following procedure.

1.

2.

Select My Account.

Select Change my Password.

Enter your current password.

Enter your new password which must adhere to the following convention;
- Must be a minimum of 8 characters long.

- Must contain at least one lowercase letter, one uppercase letter, one digit and
one non-alphanumeric character.

Re-enter your new password and click Change Password. An error is displayed if
any of the password criteria are not met.

2.2.2 Changing Your Shared Phrase

Once a user has logged in for the first time they are prompted to change their shared
phrase. If you wish to subsequently change your shared phrase, use the following

procedure.

1. Select My Account.

2. Select Change my Shared Phrase.

3. Enter your current shared phrase.

4. Enter your new shared phrase. This must be at least 8 characters long.
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Getting Started

5. Re-enter your new shared phrase and click Changed Shared Phrase.

2.2.3 Changing Your Settings

1. Select My Account.

2. Select Change my Regional Settings.
3. Select your time zone.

4. Select your regional settings.

5. Click Save.

2.3 Logging Off

1. Select Logout or close the browser window.

2.4 Session Timeout

NYSE Liffe Guardian will automatically logout (timeout) a user session if there has not
been any user activity within a defined period. The timeout period is specified by the
Exchange.
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Using NYSE Liffe Guardian

3.1 Home Page

The Home page displays notification messages which can be actioned by the Member.
The notification messages on the Home page are available to all users at the member.

' Home Inventory Deliveries View Reports Files Admin NYSE Liffe Guardian

NYSE Liffe. Home Page (Test-Client) My Account | Logout

Lser: HelenaDhem (Member)

View | Archive

Subject ]
“ault Receipt o WDR Coreersion “Wault Receipt(s): CBTiest R were converted to WDRS40 - WDRS42 25 Jul 2009 05:59:24  0ED o
Request Transfer Cwnership 991 Has Requested Crwnership Transter 1 Warrants. 26 Jul 2009 05:46:52 0D
Renuest Transter Ownership 291 Has Requested Ownership Transfer 1 wWarrants. 28 Jul 2009 054419 0ED
Deadline Executed - (SO Due (not LTE) SDN Due (not LTD) Executed for July 2009 %1 ME: 27 Jul 2009 28 Jul 2009 0d:16:46
Deadling Executed - (S0M Due (not LTO) S0 Due (not LTC) Executed for July 2009 Z1 MC: 27 Jul 2009 28 Jul 2009 04:16:43
Deadling Executed - (S0M Due (not LTO) SOM Due (not LTC) Executed for July 2009 %G MO 27 Jul 2009 28 Jul 2009 04:16:24
Deadline Executed - (S0 Due (Mot LTCO) SDM Due (Mot LTC Executed for July 2008 ZG MD: 27 Jul 2003 28 Jul 2009 041623
Deadling Executed - (SDM Dug (not LTO) SDN Due (not LTD) Executed for July 2009 1 MO: 24 Jul 2009 27 Jul 2009 042208
Deadline Executed - (SO Due (not LTO) SDN Due (not LTD) Executed for July 2009 ZI MC: 24 Jul 2009 27 Jul 2009 0d:22:08
Deadling Executed - (S0M Due (not LTO) S0M Due (not LTC) Executed for July 2009 %G MO 24 Jul 2009 27 Jul 2009 04:21:43
Deadling Executed - (SOM Due (Mot LTCO) SDM Due (Mot LTC Executed for July 2009 ZG MO: 24 Jul 2009 27 Jul 2009 04:21:30
hember Storage Charge Invoice (through 31 Aug 2009) ... Member Storage Charge Invoice (through 31 Aug 2009) Availahble To Yiew 24 Jul 2009 02:44:21
Member Storage Charge Invoice (through 31 Bug 2009) . Member Storage Charge Invoice (through 31 Aug 2009) Available To view 24 Jul 2009 D8:03:57
Deadline Executed - (SO Due (not LTE) SDN Due (not LTD) Executed for July 2009 %1 ME: 23 Jul 2009 24 Jul 2009 02:56:37
-
C:ﬂan;;a pa—ga: <I> | D’i‘;;\aypi\ng p’ag;;;;‘tt, items 1 to 200 o;';24? T o T —I
Current Archived

The messages are displayed on tabs, Current and Archived. The tabs are located below
the message list. Current messages are displayed by default. Current and Archived
messages can be viewed, see Viewing Messages. Current messages can also be
archived, see Archiving Messages. It is recommended that once a message has been
actioned, it is archived.

The menus at the top of the Home page access the following functions:
e Inventory

e Deliveries

e View

e Reports
o Files

e  Admin.

The Home page can be redisplayed by clicking Home.
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Using NYSE Liffe Guardian

Links in the top right access My Account and Logout. Your user name and role are
displayed beneath.

My Account allows a user change their password, shared phrase and regional settings.

3.2 Navigating Guardian Pages

The menus displayed at the top of the page access various functions.

The buttons displayed at the top of a page which are used to perform an action on
selected items on the page.

Tabs are available below the list of items on a page to batch items on the page.

' Home Inventory Deliveries View Reports Files Admin NYSE Liffe Guardian
. _
My Account | Logout
NYSE Llffe- Al Ttems (T ESt-Clle!!!» User: HelenaDMern (Member)
Menus

Conv. 1o WDR | Req. Conv. to haxi VR | Req. Convy. to hini Add To SDN | Accept Transter | Reject Transfer | Req. Transfer | VWithdrawe | Edit | Save | Export | Yiew | Go

kg

Mo records to display.

Buttons

Tabs

m Add To Bmchkj/ﬁhed tems

If an error is detected it is displayed on an Errors tab.

3.3 Viewing Messages

The Home page displays Current and Archived notification messages.
The following are examples of messages:

e Warrant Transfers Due Executed

e Sellers Delivery Notices Due Executed

e Open Positions File Due Executed

¢ Request Transfer Ownership.
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For example, a Request for a Transfer of Ownership notification is received by a member.
Selecting the notification and clicking View displays the warrant in the Current Inventory.

1. Onthe Home page, select a message on either the Current or Archived tab.
2. Click View. The selected message is displayed on the relevant page.

The buttons available on the page can be used to action the message appropriately.

' Home Inventory Deliveries View Reports Files Admin NYSE Liffe Guzrdian
NYSE Liffe. Issue Nomination - Select Representing Member (Test- iy Account | Logout
Client) (Memben

Mermber Company: =l

Submit Cancel |

3.3.1 Archiving Messages

Once a natification message has been actioned it can be archived from the Home page.
1. Onthe Home page, select Current.

2. Select the required message and click Archive. Multiple messages can be selected
by holding down either the Ctrl or Shift key.

3. Click Yes on the confirmation message displayed.

A message is displayed that the operation was successfully completed and the
selected message(s) are removed from the list of Current messages.

3.4 Searching

A search can be performed on every page where the Go button is present, for example,
Current Inventory. Column headings with a filter field are used to enter and specify search
criteria.

Clicking Go on a search page without entering any search criteria can return a maximum
of 2000 records.

1. On the relevant page, select the required field and enter your search criteria.

2. Click % and select the filter property. The available filter properties can include some
of the following:

- No Filter
- Contains (default)
- Does Not Contain

- Starts With
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- Ends With

- Equal To

- Not Equal To

- Greater Than

- Less Than

- Greater Than or Equal To
- Less Than or Equal To

- Is Empty

- Not Empty

- Is Null

Not Null.

If search criteria is entered into a field but no filter property is selected, the default
filter property Contains is used.

3. Click Go. The results that match your search criteria are displayed.

3.4.1 Sorting and Filtering Records

On a page where it is possible to search, the results displayed can be sorted and filtered.

34.1.1 Sorting Records

Records are displayed in warrant number order by default.

1. Click a column heading to sort the data in that column in either descending or
ascending order.

An arrow is displayed to show the sort order — up arrow for descending (alphabetical)
or down arrow for ascending.

2. Click the column heading again to remove the sorting and restore the default sort
order by warrant number.

3.4.1.2 Filtering Records

The filter field and properties can be used to narrow your search criteria.
1. Select the required field and enter your search criteria.

2. Click & and select the filter property.
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' Home Inventory Deliveries View Reports Files Admin

NYSE Liffe Guardian

NYSE Liffe. Al items (Test-Client) s Helomatrom o

Conv.to WDR | Req. Conv. o Msxi YR | Req. Conv. o Mini VR | Add To SDN | Accept Transter | Reject Transfer | Req. Transfer | Withcrawe | Edit | Save | Export | View | Go

1

3 p 5]
—
ontains

DoesNotContain
Starts\ith

EndsWith

EqualTo

HotEqualTo
GreaterThan
LessThan
GreaterThanOrEqualTo
LessThanOrEqualTo

IsEmpty

IsHull

HotlsEmpty

HotlsHull

m Add To Batch | Batched Hems

3.5

3.5.1

3. Click Go. The results that match your search criteria are displayed.

To clear the filter on the page, select No Filter as the filter property.

Batching

Multiple changes can be performed using batches as follows:
e Atemporary batch can be created on a page.

e A saved batch can be created which can be used to action warrants across many
search pages.

On the pages where searches can be performed, multiple records can be selected and
added to a batch. These batched items can only be used in the current page.

If a number of records are selected using either the Ctrl or Shift key and a function is
selected, you have the option to save the selection. A selection can also be saved by
clicking Save. These saved selections can be reused, see Viewing Saved Batches.

Adding Batched Items

Records can be added to batches wherever the Batched Items tab and/or the Save
button is available. Using Batched Items creates a temporary batch which can be used in
the current function. Using Save creates a permanent batch, see Saving Batches.

To create a temporary batch:

1. Inthe relevant function, enter your search criteria, see Searching.

2. Select the required records using either the Ctrl or Shift key whilst selecting.

NYSE Liffe Guardian User Guide Page 13 of 33




Using NYSE Liffe Guardian

3.5.2

3.5.3

3. Click the Add to Batch tab.
4. Click the Batched Items tab. The selected records are displayed.

You can add records from other pages in the same function if the search criteria
returns multiple pages of results.

Removing Batched ltems

Selected records that have been added to a current batch on a page can be removed.
Items saved to a permanent batch can be removed by deleting the batch, see Deleting a
Batch.

To remove records from a temporary batch:

1. Click the Batched Items tab.

2. Select the records to be removed from the batch and click Remove.

Saving Batches

On the pages where multiple selections can be made either using the Ctrl or Shift key,
batches can be saved. The named batch can be retrieved and actioned as appropriate.

1. On the relevant page, select multiple records.

2. Click Save.
' Home Inventory Deliveries View Reports Admin
NYSE Liffe. save This Batch (Test-Client) T e

MYSE Liffe Guardian

Save Batch:

Do you want to save this batch, this will enable you to keep track of your warrants. ?

Batch Reference Mare:
Save | Mo |

3.54

Alternatively, select the function to be performed on the selected records. The Save
this Batch page is displayed.

3. Enter the name of the batch and click Save.
If the batch name already exists you will be prompted to either Append or Overwrite
the batch. Appending will add the new selection to the existing batch. Overwrite will

save the new batch with the existing name.

Viewing Saved Batches

Batches that have been saved are displayed.
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1. Onthe View menu, select Batches. The Batches page is displayed.

Home Inventory Deliveries Yiew Reports Admin

NYSE Liffe. Batches {Test-Client) My Account | Logout

User. HelenaDhem (Memhben

MNYSE Liffe Guardian

Delete | Load

Reference

HDTe=t

BatchCount | CreateDate Createlsername UpdateDate Updatelsername

3 03 Mar 2009 Helenalhdem

3.54.1

3.5.4.2

3.6

Buttons are available to access functions to Load Batch and Delete Batch.

Loading a Batch

A saved batch can be loaded and actioned using the functions on the Current Inventory.
1. Onthe View menu, select Batches. The Batches page is displayed.

2. Select the required batch and click Load. The batch is displayed on the All Items
page, see Viewing the Current Inventory.

Deleting a Batch

1. Onthe View menu, select Batches. The Batches page is displayed.

2. Select the required batch and click Delete. The batch is removed from the list of
batches.

Using the Calendar/Date Tool

The calendar indicator denotes a date field.

Dates can be entered manually or selected from the calendar.
If you enter “5” and press Enter or move to the next field, the system will auto-complete
the date i.e. 05/07/2008. You can also enter July-05, 2008-07-05, 05-07, 05/07, 07 Jul,

etc. All of these will resolve to the correct date.

Click the calendar indicator to display the calendar.
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26
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28

Select the date in the calendar. Use the single arrows to move forward or back by one
month or use the double arrow to move by two months. Click in the month title to display

an additional dialog box.

From this box you can select the month and year if dates are significantly in the future or

past.

NYSE Liffe Guardian User Guide
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Inventory Management

4.1 Viewing the Current Inventory

The Current Inventory page displays all the warrants registered to a Member.
1. Onthe Inventory menu, select Current. The All ltems page is displayed.
2. Enter your search criteria, see Searching.

Alternatively, select a function and click Go. All the records in the inventory that meet
the search criteria are displayed.

3. The records in the Current Inventory can be filtered and sorted, see Sorting and
Filtering Records.

' Home Inventory Deliveries View Reports Files Admin MY'SE Liffe Guardian

NYSE Liffe. All items (Test-Client) e L

Uszer: HelenaDMem {Memher)

Conyv. to WOR | Req. Conv. to Maxi ¥R | Req. Cony. to Mini %R | &dd To SDN | Accept Transfer | Rejsct Transfer | Req. Transfer | Wihdraw | Eclt | Save | Export | Wiew | Go

Product it Mumber : _- Ic . Weight Brand

b =]
L e e ¢

Bl N . . | v v
Il 4001 CHTO0M S Memberd, Membera, 480220 - 31 Aug 2009 Registered
kil 4001 CHTOME Memberd, Memberd, H 1 100000 BRI 31 Aug 2009 Registered
Incorpor sted
kil 4001 CHTOM T Memberd, Meamberd, H 1 100000 e 31 Aug 2009 Registered
Incorpor sted
kil 4001 CHTO0ME Memberd, Memberd, H 1 1000.55 RERARED 31 Aug 2009 Registered
Incorporated
Zl 4001 CHTOM S femberd  hMembera, H B 493000 - 31 Aug 2009 Fegistered
hicl 4001 CBTO0203 Memberd  Members, H 1 F320 Argor, 5.4 31 Aug 2009 Registered 93500
7l 4001 CETO0206 991 991 H 5 s00000 - 31 Aug 2009 Tranzfer Req
kil 4001 CHETO0207 Memberd, Memberd, H 1 100000 REATD 31 Aug 2009 Registered
Incorpor sted
NG 4001 CHTO022 Memberd, Memberd, H 1 3322 Argor, 5.4, 31 Aug 2009 Registered 99600
I 4001 CHETO023 Memberd  Memberd H 1 10000 Argor, 5.4, 31 Aug 2009 Registered 99600
7l anmt AT hemher s hiember i H 4 AFON AN F e P00 Reniatarad __ILI
13

4 |
Add To Batch | Batched Hems

Buttons are available to access functions (depending on your access rights). The
following buttons are available:

e Conv. to WDR — see Converting to a Warrant Depository Receipt

e Reg. Conv. to Maxi VR — see_Requesting Conversion to a Maxi Vault Receipt

e Reg. Conv. to Mini VR — see Requesting Conversion to a Mini Vault Receipt

e Add to SDN - see Adding Deliverable Warrants to a Seller’s Delivery Notice

e Accept Transfer - see Accepting Representation

NYSE Liffe Guardian User Guide Page 17 of 33




Inventory Management

4.2

e Reject Transfer - see Rejecting Representation

e Req. Transfer — see Transferring Ownership

e Withdraw — see Withdrawing a Warrant

e Edit — see Updating a Warrant

e Save - see Saving Batches

e Export —see Exporting Data

e View —see Viewing a Warrant.

Viewing a Warrant

For a selected record, the details of the warrant are displayed.

1. Onthe Inventory menu, select Current. The All Items page is displayed.

2. Enter your search criteria, see Searching.

3. Select the required record and click View. The View Warrant page is displayed for the

selected record.

Home Inventorny Deliveries View Reports

NYSE Liffe. view warrant {Test-Client)

My Account | Logout
User HelenaDMerm (Member)

INYSE Liffe Guardian

Member: Memberd - Memberd

MCM: Memberd

GO Membera

Product ¥l - Mini Silver Futures {1,000 oz}
Depository Code: 4001

Starage Paid Thru Date: 28 Feh 2009

Registration Date: 21 Jan 2009

ASAT - ASARCO

CLELLE Incorporated

Bar Cast 1100

Total Weight: 1000.55
Receipt Mumhber. CHTO018

4.3

Accepting Representation

1. Onthe Inventory menu, select Accept/Reject Representation. The Accept

Representation page is displayed.

Alternatively on the Home page, select a Request for Member Representation

message and click View.

2. Enter your search criteria, see Searching.

3. Select a warrant or warrants and click Accept Transfer. The Accept Representation

page is displayed.
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Nominations can also be accepted on the Current Inventory see Viewing the Current
Inventory.

4. Click Accept on the confirmation message. A message is displayed that the
operation succeeded.
4.4 Rejecting Representation
1. Onthe Inventory menu, select Accept/Reject Nomination. The Accept Nomination
page is displayed.
Alternatively on the Home page, select a Request for Member Representation
message and click View.
2. Enter your search criteria, see Searching.
3. Select a warrant or warrants and click Reject Transfer. The Reject Representation
page is displayed.
Nominations can also be rejected on the Current Inventory, see Viewing the Current
Inventory.
4. Click Reject on the confirmation message. A message is displayed that the operation
succeeded.
4.5 Transferring Ownership

A member can nominate another member if they have transferred stock off market or the
owner wishes the stock to be represented by another member.

1.

2.

On the Inventory menu, select Current. The All Iltems page is displayed.
Enter your search criteria, see Searching.

Select a warrant or warrants and click Req. Transfer. The Issue Nomination page is
displayed.

Select the required member and click Submit. A message is displayed that the
operation succeeded.

4.6 Updating a Warrant

The Account Code for a warrant defaults to House (H) when the warrant is registered.
This can be changed to Client (C) by updating the warrant. If the warrant is transferred
either via delivery or Member to Member transfer it will revert back to the House (H)
account.

1.

2.

On the Inventory menu, select Current. The All ltems page is displayed.

Enter your search criteria, see Searching.
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' Home Inventory Deliveries

NYSE Liffe Update Warrant (Test-Client)

Admin NYSE Liffe Guardian

My Account | Logout
User: HelenaDMem (Member)

Member | Membera - Membera
MCM: MemberA

GCM: MemberA
Product: /1 - 1000
Depository Code:

Storage Paid Thru Date:

Registration Date

ABAT - ASARCO

Brand: Incorporated

Weight: 1000.55

Total Weight: 1000.5

Receipt Number: [ceT [= Joots

Account Code: IH hd

Save | Cancel

3. Select the required warrant and click Edit. The Update Warrant page is displayed.

4. Change the account code to Client (C) and click Save.

4.7 Withdrawing a Warrant

A warrant can be withdrawn if it is not on a Seller’s Delivery Notice, allocated or
requested for transfer. The Storage paid thru date cannot be earlier than the current date.

1. Onthe Inventory menu, select Current. The All Items page is displayed.

2. Enter your search criteria, see Searching.

3. Select a warrant or warrants and click Withdraw.

4. Click Yes on the confirmation message. A message is displayed that the operation
succeeded. The warrant is removed from the Current Inventory.

4.8 Viewing Warrant Depository Receipts (WDR) to Convert to

Vault Receipts

1. Onthe Inventory menu, select View WDR(s) to Convert. The View WDRs to

Convert page is displayed.
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MY SE Liffe Guardian

' Home Inventory Deliveries View Reports Files Admin

NYSE Liffe. view WDRs to Convert (Test-Client) User b ey

Req. Cony. to Maxi VR | Req. Conv. to Mini VR | Go

MCh

[ A2

[ e [ v [ [ ¥ e | el |
5
i3 5855 WDR492 709 709 c 1 3351 g?fgif:a' B 31 AUgF008  Registered 93500
Wi a888 WDR493 o9 709 H 1 3348 gfﬁf:a's 3 Aug 2008 Registered 93500
G a8aE DRSS 708 708 H 1 33.48 gffglf:ars 31 2ug 2009 Registered 38500
Wi a888 WDR435 o9 709 H 1 3348 gfﬁf:a's 3 Aug 2008 Registered 93500
G a8aE WORS1E 708 708 H 1 3333 gffglf:ars 31 Jul 2008 Registered 38500
Wi a888 WORS20 o9 709 H 1 3333 gfﬁf:a's 31 Jul 2009 Redgisteres 93500
Wl 888 WDRS 709 709 H 1 gepop FEdstrars 31 Sug 2009 Registered -
Office =
»

i |
Add To Batch | Batched ltems

2. Enter your search criteria, see Searching. The registered WDRs that can be
converted are displayed.

Buttons are available to access functions to Request Conversion to a Maxi Vault
Receipt and Request Conversion to a Mini Vault Receipt.

4.8.1 Requesting Conversion to a Maxi Vault Receipt

Gold WDRs must be selected in multiples of three and only Registered warrants can be
converted to Vault Receipts. Silver WDRs must be selected in multiples of five.

A conversion request must be accepted by the Registrar.

1. Onthe Inventory menu, select View WDR(s) to Convert. The View WDRs to
Convert page is displayed.

2. Enter your search criteria, see Searching.

3. Select the appropriate number of WDRs for the conversion either multiples of three
for Gold or multiples of five for Silver.

4. Click Req. Conv. to Maxi VR. A message is displayed that the conversion request
was successful. The Registrar must accept or reject the request, see Accepting the
Conversion.

5. A conversion can also be requested on the Current Inventory, see Viewing the
Current Inventory.

4.8.2 Requesting Conversion to a Mini Vault Receipt

This function is not available for Gold. A single Silver WDR can be converted to a Mini
Vault Receipt.

A conversion request must be accepted by the Registrar.
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1. Onthe Inventory menu, select View WDR(s) to Convert. The View WDRs to
Convert page is displayed.

2. Enter your search criteria, see Searching.
3. Select a Silver WDR and click Req. Conv. to Mini VR. A message is displayed that
the conversion request was successful. The Registrar must accept or reject the

request.

A conversion can also be requested on the Current Inventory, see Viewing the
Current Inventory.

4.8.2.1 Accepting the Conversion

A notification is received on the Home page when the Registrar has accepted the
conversion request.

1. Onthe Home page, select the conversion acceptance message and click View. The
Accept/Reject Conversion Result is displayed.

NYSE Liffe Guardian

- Home Inventory Deliveries View Reports Files Admin

NYSE Liffe. Accept/Reject Conversion Result (Test-Client) My Account | Logout

User: barcap (Member)

Accept Al | Reject &1 Go

Product : ant Mumber M 188 IC 1 Brand

Transfer Reg

Iz 4001 CBTO0ES a 991 H 1 100,00 Argor, 5.4, 31 Aug 2009 Comy

4 _’I
Add To Batch ‘ Batched Items

Buttons are available to access functions to Accept All or Reject All.

2. Click Accept All. Once accepted, invoices are created, see Viewing Documents.

4.9 Viewing Warrants to Convert to WDRs

1. Onthe Inventory menu, select View Warrant(s) to Convert. The View Warrants to
Convert page is displayed.
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' Home Inventory Deliveries View Reports Files Admin MYSE Liffe Guardian
NYSE Liffe i i My Account | Logout
- View Warrants to Convert (Test-Client) User, barean (iormen

Conv.toWDR | Go

Product 7 c Brand
C RNl DAl Il Mo Beel MLl Vel Bl B — v v
I 4001 AJE1014 7o 703 H 1 10044 Argor, 3.8, 31 Aug 2003 Renistered 99500 &
] 4001 AJE1015 709 709 H 1 10044 Argor, B8, 31 Aug 2009 Registered 9350.0
IG 4001 AJE1016 703 703 H 1 10044 Argar, 5.8, 31 Aug 2009 Redistered 9330.0
prle] 4001 AJS10MT 709 709 H 1 100,44 Argor, 5.8, 31 Aug 2009 Registered 9350.0
I 4001 AJZ1018 709 703 H 1 100,44 Argor, 3.8, 31 Aug 2009 Redistered 9350.0
IG 4001 AJE1013 709 709 H 1 10044 Argor, 3.8, 31 Aug 2009 Reistered 9350.0
I 4001 AJZ1020 709 704 H 1 10044 Argor, 3.8, 31 Aug 2009 Redistered 9350.0
Il 4001 AJE1043 709 709 H 4 479685 - 31 Aug 2009 Registered
prled 4005 AJS2006 09 703 H 1 10055 Argor, 5.8, 31 Aug 2009 Registerad 9350.0
G 4008 AJ=2007 o9 709 H 1 100,55 Argor, 5.8, 31 Aug 2009 Registered 2950.0
I 4005 AJZ2009 7o 703 H 1 10035 Argor, 3.8, 31 Aug 2009 Renistered 9350.0
I 4005 AJZ2010 709 709 H 1 10055 Argor, B8, 31 Aug 2009 Registered 9350.0
IG 4005 AJZ2011 o3 703 H 1 10035 Argar, 5.8, 31 Aug 2009 Redistered SBSU.D_ILI
L3

5 |
Adil To Batch | Batched tems

49.1

2. Enter your search criteria, see Searching. The registered warrants that can be
converted are displayed.

A button is available to access the function to Convert to a Warrant Depository
Receipt.

Converting to a Warrant Depository Receipt

1. Onthe Inventory menu, select View Warrant(s) to Convert. The View Warrants to
Convert page is displayed.

2. Enter your search criteria, see Searching.

3. Select the warrants to be converted. For Gold, select multiples of three and for Silver,
multiples of five. The warrants should all have the same account code.

4. Click Convert to WDR. The Confirm Conversion to WDRs page is displayed.

5. Click Confirm. A message is displayed that the warrants were successfully
converted.

A WDR can also be converted on the Current Inventory, see Viewing the Current
Inventory.

A notification is displayed on the Home page and an invoice is created in the
Document List, see Viewing Documents.
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5. Delivery Management

5.1

Viewing the Delivery List

The

Delivery List shows all tenderable contracts for a delivery period.

1. Onthe Deliveries menu, select Delivery List. The Delivery List page is displayed.

Home Inventorny Deliveries View Reports Admin

NYSE Liffe Delivery List (Test-Client)

My Account | Logout
User HelenaDhem (Member)

MNYSE Liffe Guardian

DelwervPenod:lFEBDQ vl

iew Delete SDN | Go

Product Motice Day Delivery Day
| el el
e] 05 Feh 2009 09 Fek 2009
Ic 0E Fek 2008 10 Fek 2008
IG 089 Feh 2003 11 Feh 20038
G 10 Feh 2009 12 Feh 2009
pe] 11 Feh 2009 13 Feh 2009
el 13 Feh 2009 18 Feh 2009
s 17 Feh 2008 18 Fek 2008
IG 19 Feh 2009 23 Feh 2009
e} 20 Feh 2009 24 Feh 2009
e} 23 Feh 2009 25 Feh 2009
2. Select the delivery period.
3. Enter your search criteria, see Searching.
Buttons are available to access functions to View and Delete a Seller’s Delivery
Notice.
5.1.1 Viewing a Seller’s Delivery Notice

On the Deliveries menu, select Delivery List. The Delivery List page is displayed.

Select the delivery period.
Enter your search criteria, see Searching.

Select the required tenderable contract and click View/Delete SDN.
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' Home Inventory Deliveries View Reports Admin

NYSE Liffe. Sellers Delivery Notice List (Test-Client) User: Helomatnomn e

MNYSE Liffe Guardian

Froduct: ZG Motice Day: 09 Feb 2009 Delivery Day: 11 Feb 2009 Back to Deliveries

Delete Selers Delivery MNotice | Go

Grigin Sellers Ref. 'y ant Mo, SPT Date

hember & H 0023 CBTO0G4 400 28 Feb 2003

Total Lots: 1

5.2 Viewing Deliverable Warrants

The deliverable warrants that can be added to Seller’s Delivery Notices are displayed.

1. Onthe Deliveries menu, select Deliverable Warrants. The Deliverable Warrants
page is displayed.

' Home Inventory Deliveries View Reports Admin

NYSE Liffe. Deliverable Warrants (Test-Client) Usar: Helomat o (ombn

NYSE Liffe Guardian

Add To SDN | View | Go

Product ant Mumber I I : . ) Brand

LI Rl Rl Rl ¢ v

Zl 4001 CHTO0M S hembers  Memberd 4 480220 - 26 Feh 2009 Fegistered

il 4001 CETO0E hembers  hemberd, 1 1000.55 ﬁfﬁﬁg&ed 26 Feh 2009 Registered

Il 4001 CHTO0M9 Members,  Member 4, El 495000 - 28 Feb 2009 Registered

NG 4001 CHTO020S Members,  Memberd, 1 3320 Argor, 5.4, 28 Feh 2009 Registered 9950
Zl 4001 CRTO0206 Members,  Memberd, 5] s00000 - 28 Feh 2009 Registerad

ol 4001 CRTO0Z07 Members  Memberd 1 100000 ﬁf:’;r::::ted 26 Feh 2009 Registered

hicl 4001 CETO022 Members  hemberd 1 3322 Argor, 5.4 31 Jan 2003 Registered 9960
iG 4001 CERTO0Z3 Members  Members, 1 10000 Argor, 5.4, 31 Jan 2003 Registered 9960
Il 4001 CETO024 Members,  Memberd, 4 480000 - 31 Jan 2009 Registered

pried 4001 CETO02S Members  Memberd, 1 10000 Srgor, 5.4, 31 Jan 2009 Registered 9950
I 4001 CETO041 Members  Memberd 1 10000 Argor, 5.4, 31 Jan 2008 Registered 9540
G 4001 CETO0S0 hembers  hemberd, 1 10000 Argor, 5.4, 31 Jan 2003 REg\StErel‘ii SSTILI
4 L3

Add To Batch | Batched ltems

2. Enter your search criteria, see Searching.

Buttons are available to access functions to Add to Seller’s Delivery Notice and View
Warrant.

5.2.1 Adding Deliverable Warrants to a Seller’s Delivery Notice

A seller’s delivery notice can only be added before the relevant deadline for the contract.
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On the Deliveries menu, select Deliverable Warrants. The Deliverable Warrants
page is displayed.

Enter your search criteria, see Searching.
Select the required warrants, see Batching.

Click Add to SDN. The Add Sellers Delivery Notice page is displayed.

Home Inventory Deliveries View Reports Admin

NYSE Liffe. Add sellers Delivery Notice (Test-Client) e

User: HelenaDMem (Member)

NYSE Liffe Guardian

Notice Day (Delivery Day) * I j

Delivery Month:
Product Zl

Origin * I hd
Sellers Reference I

Submitted Date 04 Mar 2009

Save Cancel |

5.

Deliverable warrants can also be added to s Seller’s Delivery Notice from the Current
Inventory, see Viewing the Current Inventory.

Complete the fields and click Save.

5.2.2 Deleting a Seller’s Delivery Notice

A seller’s delivery notice can only be deleted before the relevant deadline for the contract.

If a delivery notice is deleted, the warrant is removed and will not be delivered.

1.

2.

On the Deliveries menu, select Deliveries List. The Delivery List page is displayed.
Enter your search criteria, see Searching.

Select the required tenderable contract and click View/Delete SDN. The Sellers
Delivery Notice List page is displayed.

Select the required seller’s delivery notice and click Delete Sellers Delivery Notice.

Click OK on the confirmation message.
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6.1 Viewing Documents

Any files or reports generated are listed and can be viewed. All are in PDF format.
The following are examples of documents:

e Seller Delivery Invoice

e Buyer Delivery Invoice

e Monthly Storage Charge Invoice

e Conversion Invoice.

1. Onthe Reports menu, select Documents List. The Documents List page is

displayed.
- Home Inventory Deliveries View Reports Admin
NYSE Liffe. Documents List (Test) User epans tlompas

MNYSE Liffe Guardian

Created ITUdaY 'l Delivary | All 'l Report Tupe IA” hd
Open | Go
DatefTime Report Type Cantrac Yy
| [ e | e e [ v
04 bigr 2009 0713 Selers Account Sale Seller Delvery Invoice G 04 har 2009 a0 ke m
04 Mar 2009 0718 Selers Accournt Sale Seller Delivery Invoice IG 04 Mar 2009 91 KB m
04 Mar 2009 0718 Buyers Invoice Buryer Delivery Invoice G O Mar 2003 91 KB m

2. Select when the document was created and the document type.
3. Enter or select your search criteria, see Searching.

4. Select the required document and click Open.
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7. Files and Data

7.1 Exporting Delivery Invoices

1. On the Files menu, select Export Delivery Invoices. The Export Delivery Invoices
page is displayed.

' Home Inventory Deliveries View Reports Files Admin NYSE Liffe Guardian
H - H . My Account | Logout
NYSE Liffe Export Delivery Invoices (Test-Client) User: HelenaDilem (Viemben)

Product: Y&

Delivery Period: SEPDY &
AUGO3

JuLog
JUN0g x|

Notice Day (Delivery Day)l:  [No matching Deliveries

Export | Cancel |

2. Select the required Product, Delivery Period and Notice Day.
3. Click Export. The File Download dialog is displayed.

4. Select whether to open or save the csv file.

7.2 Exporting Data

Data can be exported from a number of pages where the Export button is displayed, for
example, the Current Inventory. Data is exported in CSV format.

All the records available on the page will be exported, for example if no filter is applied an
unlimited number of records can be exported. Filter the records prior to exporting the
data, see Filtering Records.

1. On the relevant page, enter your search criteria, see Searching.
2. Click Export.

3. Select whether to Open or Save the data.
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8.1 Viewing Users

Users with the status of principal user are able to add and maintain other users for the
same member.

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is

displayed.
' Home Inventory Deliveries View Reports Admin
NYSE Liffe. user Maintenance (Test-Client) User Helomab o hoooos

MNYSE Liffe Guardian

Add user | Edit user | Delete user | Unlock user | Lock user | Reset password | Go

First name astname ole ast activity Locked out

Member & BHEMSPENCRMEmbErs James adamson Member 10202009 105728 [
Member HelenaChdem Helena Cuznizk Member 02/032009 12:00:08 =
Member A, Member A, R Richard Jennings Member 23022009 23:34:26 =
hember s, member ADT Can Tate hember 02/032009 10:39:20 -

Buttons are available to Add User, Edit User, Delete User, Unlock User, Lock User
and Reset Password.

8.1.1 Adding a User

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is
displayed.

2. Click Add User. The User Edit page is displayed.
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' Home Inventory Deliveries View Reports Admin

NYSE Liffe. user Edit (Test-Client) e

NYSE Liffe Guardian

UserName:I

First Mame: |

LastMame: |

EmaiI:I

Comment: ;I

Save | Cancel |

3. Complete the fields. All but the Comment field must be completed.
4. Click Save.

A password is automatically generated and emailed to the users registered emalil
address. The username will be provided by the system administrator directly.

A user needs to be assigned a role in order to access functions.

8.1.2 Editing a User

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is
displayed.

2. Select the required user and click Edit User. With the exception of the User Name, all
the fields can be modified.

3. Add or change the role(s) assigned to a user as appropriate.

|<Please select rolex j Add Thiz Role | Remove Role
Role name Role description
[ I« I
temberRale MemberRole
Member - Principal Templste Role

Select the role assigned to the user and click Remove Role.
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8.1.3

8.1.4

8.1.5

8.1.6

8.2

4. Click Save.

Deleting a User

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is
displayed.

2. Select the required user and click Delete User. A confirmation message is displayed.

Locking a User

If a user is locked out of their account they cannot logon. A user can be locked out by the
principal user or another user with the appropriate permissions to do so. A user can also
be locked out if they have three failed login attempts.

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is
displayed.

2. Select the required user and click Lock User.
3. Click OK on the confirmation message.

Unlocking a User

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is
displayed.

2. Select the user which has been locked and click Unlock User.
3. Click OK on the confirmation message.

Resetting a User’s Password

If a user forgets their password, their existing password can be reset by another user with
the appropriate permissions to do so.

A new password is automatically generated and sent to the email address held with the
user details. The user will be prompted to change the new password when they first log
in. A user cannot have his password reset if the account is locked.

1. Onthe Admin menu, select User Maintenance. The User Maintenance page is
displayed.

2. Select the required user and click Reset Password.

3. Click OK on the confirmation message.

Viewing Roles
Users are assigned roles which allow them access to specific functions. The functions
associated with a role can be maintained.

1. Onthe Admin menu, select Roles Maintenance. The Roles Maintenance page is
displayed.
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' Home Inventory Deliveries Yiew Reports Admin

NYSE Liffe. Roles Maintenance (Test-Client) e

User. HelenaDhem (Memhen

WNYSE Liffe Guardian

Add Mew Role | Edit Permissions | Go

Role name Caompany Role description
I I I
aclamtzst2 hember & test2
MemberRale etmnber emberRale

Buttons are available to Add New Role and Edit Permissions.

8.2.1 Adding a New Role

A principal user can create roles which have a subset of the functions available to the
principal user.

1. Onthe Admin menu, select Roles Maintenance. The Roles Maintenance page is

displayed.
- Home Inventory Deliveries View Reports Admin
NYSE Liffe. Role Edit (Test-Client) User:Helonabitem remben)

MWYSE Liffe Guardian

Role Mame I

Description I

Save | Cancel |

2. Click Add New Role. The Role Edit page is displayed.
3. Enter a name for the role and provide a description.
4. Click Save. The list of functions is displayed.

5. Select the checkboxes adjacent to a function to allow the user to view, add, edit and
delete.

6. Click Save.
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8.2.2 Editing the Permissions Associated with a Role

1. Onthe Admin menu, select Roles Maintenance. The Roles Maintenance page is
displayed.

2. Select the required role and click Edit Permissions.

' Home Inventory Deliveries View Reports Admin

NYSE Liffe. Role Edit (Test-Client) My Accaunt | Logout

User: HelenaDMem (Member)

INYSE Liffe Guardian

Role Marne: IMemberRoIe

Description: IMemberRole

Permigsgions to the features

Feature Access Add Edit Delete
About Guardian I
AcceptReject Transfer - O
Batches I o I I
Current Inventory - I~ ~
Delivery Deadling Change ApprovallRejection I I
Delivery Deadling Change Proposal | |
Delivery Deadlines ]
Deliveries O
Delivery Histary [
Delivery Periods ] (| ]
Documents List ]
Home I Id Icd I
Import Warrants I

3. Modify access to functions as appropriate and click Save.
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