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A Guide to Float for
Spenders and Managers

Wave goodbye to those tedious expense reports
and say hello to smarter spending with Float.

Your company has joined thousands
of forward-thinking Canadian
businesses who are looking for a
smarter, and simpler, way to manage
expenses. At Float, we recognize that
lengthy spend approval and
reimbursement processes can make
it difficult for you to get what you need
to do your job effectively.

We're here to make it easier for
you to make purchases on behalf
of the business so you can:

R Stop spending on your personal
credit card
(O Eliminate tedious expense reports

and missing receipts

1\ Reduce complicated
communication around spend
approvals
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Sounds great, but
what is Float?

Float is a new kind of corporate card -
backed by intelligent software.

— L

of
Smart corporate cards Spend management software

Float provides physical and virtual All Float Cards are connected to our
corporate cards in both CAD and spend management software, which
USD that are available instantly and means you can place controls directly
can be used anywhere that VISA on your cards, see transactions in real
and Mastercard are accepted. time, and eliminate manual

reconciliations.
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Wave goodbye to
old spending habits.

How about this?

Corporate cards workflow before Float.

Employee makes a

purchase on their Me(chant p_)rovidesl Employee doesn’t
personal card receipt (tﬁly |tt<;Ioesn t get reimbursed
_ get losi
&
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'l
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Employee asks Employee submits
Manager to Manager approves expense report
o | S expenses _._ tofi
pprove expense o finance

l

Finance manually
reconciles hundreds
of transactions

Finance comes looking

Finance manually
for missing receipts...

reimburses employee
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Wave goodbye to
old spending habits.
Welcome to

the Float way.

The Float Effect.

Corporate cards with Float.

. Employee immediately Finance exports
Emnﬂ?ée: rﬁ?:::;: 152 Employee issued a submits receipt and transactions already
p Float card e GL code = coded and with receipts

- = Z ec0
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Types of

Float Cards

¢ Float

o o

$1,520.00 Spending Power
ays

A temporary limit expires ir

Physical cards

Float’s physical cards are great for on-
the-ground expenses like business
travel and employee benefits. Your
Admin may issue you a Float Card
with a $0 balance, so you request
Recurring or Temporary limits when
you need to make a purchase. Once
approved, funds will be loaded to your
card and its balance will increase until
limits expire.

Facebook - Advertising

P

&) Alex - Marketing Manager

$8,166.38 Spending Power

$5,000 per month

Virtual cards

If you or your team are in charge of
large vendor spending like software
subscriptions or advertising budgets,
you can request a virtual card for
each vendor. By creating Recurring
limits for your billing cycles and
Temporary limits for one-off
increases, you can eliminate
overspending and fraud caused by
catch-all cards.
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The Float

Roles

With Float, team members get assigned unique roles based on the company’s
reporting structure and expense guidelines. Spenders can request cards and limit
increases from their Managers, and in turn Managers can approve, edit, or deny
requests. Float makes it easy to get quick approvals in-app and via Slack.

B -

New Temporary Card
Limit Increase Request

Amount $405.50

Comment Office Snacks

Approve Decline
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A step-by-step guide
to getting set up Iin Float

Automate spend requests and approvals, all
within company expense policies

It can be a little overwhelming to use a new platform. But lucky for you - Float
makes things easy breezy! Follow our step-by-step guide so you can start
requesting (or approving) spend on Float.

Set up your Float account

Request to make a purchase
Approve (or reject) spend requests
Make a purchase with your Float card

Submit your receipts

000000

Request a limit increase
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Set up your Float

Account

Your Float Admin will send you an email invite to join your Team on Float. Accept
the invite and set up your Float password. Once you are logged in, you will be asked
to verify your identity - don’t worry, it isn’t a credit check! Float is required by federal
regulations to verify our cardholders’ identities.

You've been invited

to join Float

Hi Amy,

Target Marketing has invited you to join Float for a simpler way to manage business
spending.

Activate your Float account now by clicking the button below and setting your

Activate your Float Account

password:
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Request to Make a

Purchase

You can easily request spend directly within Float to edit or increase an existing
card limit or to have a new virtual card issued to you instantly for your purchase.

Here’s how:

1. Click “Request Spend” in the upper lefthand corner of Float. Here, you have the
option to select a limit increase to an existing card or a new virtual card.

Float v Good morning, Amy. Welcome back to Float.
H Request Spend Your Action Items
{2} Overview
& Paused Physical Cards 0
E cards
E, Receipts ¢ Paused Virtual Cards 0

—

= Transactions

|;:'g Requests .
Your Recent Transactions

B Bell Aliant Pap - $138.00 CAD
Phone & Internet Services May 5, 2023
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Request to Make a

Purchase

2. Provide your company with details about what you’re planning to purchase, like
“Flights for Conference” or “Software Subscription.”

[@ Request Spending

Ask your manager for a new card, a limit increase, or a
temporary boost to make a purchase.

Request Details

Select Float card

Create a new virtual card

" Description

* Limit type
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Request to Make a

Purchase

3. Choose the type of limit increase

and amount you need for your * Description

purchase. Recurring limits will reload Travel expenses for upcoming conference.

your card at the chosen interval, while “
Temporary limits will expire once they “ Limit type

are used or the time limit is reached. o~ .
<$, Recurring

4. If requesting a new virtual card, give

Request a temporary top-up to your card balance
your new card a name and select the for a one-time increase for things like one-time
purchases or short-term budget increases.

Submission policy that covers your
expense type.

* Amount " Expires On

$ 500 2023-05-25



Float Cards in Action

Team Travel and Expenses

If your admin has assigned you a
physical card, you can request
temporary limit increases for things
like travel advances, lunches,

or party supplies ™

Software and Advertising

If you're responsible for large spend
amounts, request a virtual card for
each vendor and get rid of your catch-
all credit card. Request Recurring limits
based on your billing or budget cycles,
and Temporary limit increases for one-
time billing increases.™

$ 150.00
® Conference

$ 1,000.00

_®_ Travel Advance

$ 49.00
O Lunch

Facebook - Ad Spend

&b Alex - Marketing Manager Brand Campaign

$ 2,500.00

$ 1,000.00
$8,500.00 Spending Power Budget Surplus




Float Cards in Action

One-time Purchases

If you're responsible for large spend subscription Tria

amounts, request a virtual card for et

$100.00 Spending Power

each vendor and get rid of your catch-
all credit card. Request Recurring limits
based on your billing or budget cycles,

and Temporary limit increases for one-
time billing increases.™
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Approve Spend

Requests (Managers)

Once a spend request is submitted, it is automatically sent to Managers for
approval. Managers are automatically notified once an employee submits a spend
request via email or Slack. Managers can view spend requests details and approve,
edit, or reject the request. If approved, the new limit increase will be added to the
card’s total Spending Power or a new virtual card will be issued.

# Float app 525 oM
New spend request from Amy Fisher View other requests

Card Name: Monthly Ad Sponsorship

Amount: $100.00 CAD

Card Type: Monthly

Comment: Monthly sponsorship spend for magazine.

Approve Decline

. Pro tip: Use our Slack integration for seamless spend requests and approvals.
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Make a Purchase with

Your Float Card

Log into Float and head to the “Cards” page. From there, you can see all the
physical and virtual cards that have been issued to you for spending. You can select
each card to see the balance, all the transactions made, and which transactions

are missing receipts.

If an Admin has issued you a physical card, you'll need to activate it once it arrives.
To spend using a virtual card, click on the card to display its details. By clicking the
“Show” button, you'll get the card number, expiry date and 3-digit CVC, which you

can copy and paste into any website’s billing page.

Card Name

A unique descriptor such as vendor
or employee name

1Password

a .
@ Ruslan Nikolaev

$700.00 Spending Power

Spending Power

Current funds available
oncard

Card Limit

Recurring or Temporary limits
applied to card

"

Show Details

Click to copy and paste card
number, expiry, and CVC

Billing Details

how Details

Card Number Expires cvC

3422 Billing Name
< Use cardholder or business name in
Billing Details Billing Name © merchant checkout or on billing page
2803 Philadelphia Pike, Suite B Ruslan Nikolaev
#250
Claymont, DE 19703
USA
Billing Details

Copy and paste billing address and into
merchant checkout or on billing page



Float has the simplest way to submit
your expenses as soon as they are
made, eliminating the need for
tedious expense reports and back-
and-forth with the finance team.

Once you make a purchase using your
Float physical or virtual card, you'll be
automatically sent a link to upload
your receipts and submit all the
relevant purchase details.

@ Heads up - your cards may be
temporarily paused if you forget to
upload your receipts ‘& To avoid
interruptions in your spending, update
your mobile number in your Settings
page to get SMS notifications while
you're on-the-go.

Hi Jerry,

Your transaction at Home Depot for
CAD $54.20 has been Approved.

To upload your receipt and fill out your
expense, click on this unique link:
https://app.floatcard.com/x45fs2




% Float

Ready to get
started?

Log in today to request spend.




