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HOW TO:

1.0 ACCESS THE COLLATERAL REGISTRY
WEBSITE

The collateral registry website can be access lieetlifferent ways. The kind of
access to the collateral registry website thatuer requires depends on the kind of
transaction to be undertaken. It also depends @thehthe user is:
* alegal entity
* anindividual going to use the registry to registeancing statement (FS)
o regularly
o only once or infrequently
* apublic user who only search the registry syst@nséarch reports.

1.1 PuBLIC ACCESS (NON-CLIENT)

For users who only want to perform search for astigg financing statement, click
on the search icon or button on the home page. Witlisake the user to the search
page to choose either a flexible search or a legdiéctive search to go to the search
screen. In that case, there will be no need tonldégithe website, and no fees are
charged for obtaining uncertified search reportfees will be charged for obtaining
certified search report. Payment can be made atiaepl paypoint offices around the
country. The user will be required to supply a pagtreceipt number on the users
payment receipt before certified search reportlEagenerated. The same receipt may
be used for multiple certified search transacttdhthe credit amount is used up.

1.2 PoOsSTPAID REGISTERED USER CLIENT ACCESS

For users with a financial institution or companyam individual that will register
financing statement on a regular basis, the firnaostitution or company should
open a client account in the collateral registrgtesn. This will allow the institution
through its authorized users to login to the websit register notices or financing
statement and to request for a certified and arentified search report. To setup a
client account, return to the Home Page and s#iectApply for Account” button of
“Register” icon to open user Account Setup Pagdchvthe user can complete and
submit on-line.

Fees for registering and requesting certified seegports are automatically deducted
to the users membership account with the collatergistry system and charge to
your account with the Central Bank of Liberia foror@mercial Banks. Other
institutions or individuals may use a commerciatlbas a representative bank to be
debited at the end of the month for their chargedlbdnsactions. A statement is
generated for the client at the end of each maietgiling all completed chargeable
transactions.
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1.3 PREPAID REGISTERED USER CLIENT ACCESS

For users (individual or company) who register cegi or request certified search
reports only once or infrequently, or if your instion is not a commercial bank and

does not have an account with the Central Bankiluéria, the user must pay the fees
in advance. The user should first determine how ymaotices the user wants to

register and how many certified search reportauez needs. Return to the welcome
screen and select the fees option to view thedkedsle. Determine the total amount
of fees for all the services the user wants toTdeen pay that amount at the Central
Bank of Liberia or designated paypoint offices am@the country to get your account
credited.

The user can also pay more than the amount thewiskes to use at a single time
and the balance payment can remain in your accmurfuture use. The paypoint
officer at CBL or the designated paypoint will antee payment into the collateral
registry system to get your account credited. T¢$er may then login to the Collateral
Registry website and register your notices or retjuertified search reports and
chargeable transaction will be deducted from yagoant.

The Collateral Registry system will assign a numtzeryour client account after
registration, which the user must provide to thgppint officer when the user makes
payments for the users account to be credited.
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2.0 CREATE AND MANAGE CLIENT ACCOUNT

2.1 CREATING AN INDIVIDUAL CLIENT ACCOUNT
An individual is required to create an account ® dble to register a financing
statement or file notices of securing charge in @ullateral Registry. Account
application does not require any approval from ¢bbateral registry. To create an
account:
1. Enterwww.registry.cbl.org.lin the users browser.
On the Home page click on the Register icon or ‘ippr Account” button.
On the “Choose Client Type” click the drop dowrs#dect “Individual”
Click on “Continue” Button to “Setup Account Pra&filpage.
Fill the “Individual Client Profile” form.
Read and check to agree to Terms and Conditiaesjifired
Type the Security Check image and click “Submit”.
“Your client account has been created” messageaappe
. Open the email supplied and click on the link tbvate the client account
10 A page will open to confirm successful registratadrclient account.
11.The user can login with the Username and Passwapplied during
registration to login to the collateral registrystm.

©oNOoO A WD

2.2.1 CREATING A LEGAL ENTITY CLIENT ACCOUNT

If the users business expects to register a fingnstatement or file notices of
securing charge in the Collateral Registry on ragblasis e.g. Commercial Banks,
Microfinance companies, leasing companies’ etc. User will be required to create a
client account in the registry website. Account le@pion does not require any
approval from the collateral registry. To createaanount:

1 Enterwww.reqistry.cbl.org.lin the users browser.

2 On the Home page click on the Register icon or ‘i&@dpr Account” button.

3 On the “Choose Client Type” click the drop dowrstdect “Legal Entity”

4 Click on “Continue” Button to “Setup Account Prafilpage.

5 Fill the “Legal Entity Profile” form.

6 Fill the “Security Administrator Profile” form.

7

8

9

1

Read and check to agree to Terms and Conditiaesjifired
Type the Security Check image and click “Submit”.
“Your client account has been created” messageaappe
0 Open the email supplied under Security Administr&ofile form and click

on the link to activate the users account

11 A page will open to confirm successful registratadreclient account.

12 The Security Administrator can login with the Usame and Password
supplied during registration to login to the cadlal registry system.
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2.3 ADDING AND MANAGING LEGAL ENTITY CLIENT ACCOUNT USERS

If the users business becomes a client of the tecdlBRegistry, the account may have
any number of individual authorized users (for eplenOfficers, Authorizers, Client
Administrators etc.). The designated client segwdministrator has additional rights
beyond those of general users. Those rights willugte the right to add or delete
authorized users, and to update information aldeitctient account (for example, an
address change). The first user added on the acachumg account creation is
assigned as the client security administrator pude General users may have the
right to register a financing statement or file ioes of securing charge in the
Collateral Registry and change their own passwotdslient is responsible for the
security practices of its users and for all feeargld for transactions by its users.

Add a user and assign role:

1 Login the website as the Security Administrator

2 Select “Administration” on the menu and choose “Ngers”

3 On the Users page, Click on “Create New User” butto

4 Complete the new user creation form

5 Choose how the user wants the user to be notifytaheir account details

6 On first login, the user is taken to the changeswasd page to change their
password.

7 The user gain access to the website.
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3.0

CHANGE OR RESET PASSWORD

A user may change or reset his or her passworllmwing these steps: The user
may change password by yourself as follows:

1

2
3
4

ol

6

7

8
9

Go to the Collateral Registry website at Ent@rw.registry.cbl.org.Ir

On the Home page click on the Client Login icorf@lient Login” button.
Login Page will open, Click on forgot password link

A Password Reset Page will open, Enter your ensaturity Capture and
click on the “Reset” Button

Password Reset Confirmation page will open to confiassword reset.

Open your email supplied and click on the link fmen “Change Password”
page

Enter your new password in the “New Password” featd the same password
in the “Confirm New Password” field.

Type the Security Check image and click “Submit”.

A page will open to confirm successful registratafrclient account

10 “Your client account has been created” messageaappe
11 You may log out by clicking the log out button ¢we ttop left of the screen.
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4.0

SEARCH FOR FINANCING STATEMENTS OR
NOTICES

If the user wants to search for a financing staténwe notices that identify a particular

security interest, the user may search as a regusteser or public user. There are two Search

options namely Legally Effective Search and FlexiBearch. The certifiestarch report is an

official record of the Collateral Registry, and theer can use the printed report as evidence

of the state of the record on the date of thefemitreport

The user may select the Search option either flmen“Home Page” without logging in or
from the “Search Financing Statement” page, seleet‘Search” menu to choose Legally
Effective Search” or “Flexible Search”

4.1

LEGALLY EFFECTIVE SEARCH

The user can search by the debtor name and/orifidatibn humber and/or the collateral
serial number.

1.

2.

3.

©NOo O

©

10.

To perform a search, from the home page click en‘8earch” icon or the “Search”
button

This takes the user to the legally effective Sedfatancing Statement page by
default.

Select the Debtor Type (Individual and Legal Entity

Enter debtor name and/or identification number @ntiie collateral serial number
for vehicles and motor cycles.

» If the user are searching for a financing statenoentotices by debtor name,
enter the full name for the individual as shownofffcial document the user
want to search and if the debtor is a company garization enter the name as
shown on organizational document in the displayedd,f and click the
“Submit Search” button.

» If the user are searching for a financing statemantnotices by debtor
Identification number, enter the full name for tmelividual as shown of
official document the user want to search and & debtor is a company or
organization enter Tax Identification Number exaclls it appears on its
organizational document in the displayed field, ahck the “Submit Search”
button.

» If the user are searching for a financing stateroemiotices by a serial number
of the collateral, enter the serial number in tispldyed field, and click the
“Submit Search” button.

A message displays the number of records genebgtdte search

Click Ok to go to search financing statement page

Click on “Generate Report” to “Generate Search R&page

Select an “Uncertified Search Report” and click iéemte Search Report” to

download free Uncertified Search Report which coasa pdf file.

Select a “Certified Search Report” enter paymeaeipt number for public users and
click “Generate Search Report”

If the user is a registered user, select a “Cedifsearch Report” and click “Generate
Search Report” fees shall be debited to your pdepapostpaid account.
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4.2 FLEXIBLE SEARCH

The user can search by the Debtor Name or Idegtiific Number or Email or Date of Birth
or Collateral Serial Number or Collateral Descopti

1.

2.

3.

10.

11.
12.
13.
14.

15.

16.

To perform a search, from the home page click en“8earch” icon or the
“Search” button

This takes the user to the legally effective Sedficlancing Statement page
by default.

Select the Debtor Type (Individual and Legal Entity

Enter debtor name and/or identification number antiie collateral serial
number for vehicles and motor cycles.

If the user is searching for a financing statenmmotices by debtor name,
enter the full name for the individual as showrofficial document the user
want to search and if the debtor is a company gargzation enter the hame
as shown on organizational document in the displdiedd, and click the
“Submit Search” button.

If the user is searching for a financing statementnotices by debtor
Identification number, enter the full name for timelividual as shown of
official document the user want to search and éf diebtor is a company or
organization enter Tax Identification Number exadk it appears on its
organizational document in the displayed field, acltk the “Submit
Search” button.

If the user is searching for a financing statenmemtotices by an Email of the
debtor, enter the email address in the displayeld,fand click the “Submit
Search” button

If the user is searching for a financing statenmemnotices by a date of birth
of the Debtor, enter the date of birth in the digpd field, and click the
“Submit Search” button.

If the user are searching for a financing statenm@nnhotices by a serial
number of the collateral, enter the serial numbethe displayed field, and
click the “Submit Search” button.

If the user are searching for a financing statenoemtotices by a Collateral
Description number of the collateral, enter thel&@eral Description in the
displayed field, and click the “Submit Search” loutt

A message displays the number of records genebgtdte search

Click Ok to go to search financing statement page

Click on “Generate Report” to “Generate Search R&page

Select an “Uncertified Search Report” and click @eate Search Report” to
download free Uncertified Search Report which coawa pdf file.

Select a “Certified Search Report” enter paymeoeig number for public
users and click “Generate Search Report”

If the user is a registered user, select a “Cedifsearch Report” and click
“Generate Search Report” fees shall be debitedbto prepaid or postpaid
account.
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5.0 REGISTER FINANCING STATEMENT OR
NOTICE

5.1 How DO | REGISTER A FINANCING STATEMENT?

To register a financing statement or notices otiseg charge, the user must create account
and log in to the website, whether the user isdividual with a prepaid or postpaid account

or an organization with a prepaid or postpaid anotoA prepaid user must ensure there is
enough fund for the transaction to be undertaken.

Once the user logs in, the user will be taken ¢éoHbme page from which the user can select
the action the user wants to perform from the topnlk. If the user wants to register an
initial financing statement or notice of securingamge, Click on “Financing Statement”
Menu and seledEreate New Financing Statement option from the drop down to go to the
Create New Financing Statement page. The registration page is quite simple andtin to
use.

TheCreate New Financing Statement page has two sections; the first is the “Loan
Information” form and the second “Other Detailsatlnas three tabs that the user can choose
to fill in any order.

The “Loan Information” form is displayed automatigavhen the screen is open. Fill all the
mandatory fields in the loan information form aguieed. Select the “loan Type” in the drop
down, the “Currency”, “Maximum Amount”, “Expiry Dat “Security Agreement Date”
which is mandatory for consumer goods and attagldanument if required. Security
agreement date for the registration cannot be tharefive (5) years for consumer goods
collateral.

Click on the “Secured Party” tab under “Other Diét&o display the “Secured Party” form.

» If a secured party is a company or organizatiom®&laCompany No. (Tax
Identification Number), Email, Phone No. Addresiy CTown or Village), Country,
County, Nationality and Secured Party Type willfiied automatically.

» If a secured party is an individual, Title, Firsafe, Middle name, Surname, ID
Document, ID No. Gender, Date of Birth, Email, Pld#o. Address, City (Town or
Village), Country, County and Nationality will biéléd automatically.

» If there are two or more secured parties, the caercontinue to add secured parties
by clicking the Add New Individual Secured Partyttbu if the additional secured
party is an individual or by clicking on the Add Wénstitutional Secured Party
button if the additional secured party is an ingtin.

* In each situation enter the information in the regflifields ensuring that all
mandatory fields are entered.

Click on the “Debtor” tab under “Other Detail” asdlect the appropriate debtor type. Select
“Add New Individual Debtor” if the debtor is an iviual or “Add New Institutional
Debtor” if the debtor an organization or company.
» If the debtor is a company or organization, provite Name, Company No. (Tax
Identification Number), Email, Phone No., AddreSgty (Town or Village), Country,
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County, Nationality and Debtor Type. Select Gerfdemposition, Relationship with
Debtor and Sector of Operation.

» If the debtor is an individual, provide: First NanMiddle Name, and Surname, ID
Document, ID No. Gender, Date of Birth, Email, PeoNumber, Address, City
(Town or Village), Country, County, Nationality argklect Sector of Operation.
Click on “Add New Identification” in situation wherthe debtor provides more than
one government issued identification document. [Ertes or her name and
Identification number exactly as it appears onrtigevernment issued identification
card

» If there are two or more debtors, the user canimoato add secured debtors by
clicking the “Add New Individual Debtor” button the additional debtor is an
individual or by clicking on the “Add New Institainal Debtor” button if the
additional debtor is an institution.

In each situation enter the information in the ielifields ensuring that all mandatory fields
are entered.

The Third tab is the “Collateral” tab. It is usedanter a description of the movable property
that secures the obligation. The description ofcibiateral may be general or specific, so
long as it informs a person who reads it whethetiqudar property is covered by the securing
charge.

» To fill the collateral information, select the “Catieral Type” whether it is Consumer
Goods collateral, Commercial Collateral or BothleSethe “Collateral Sub Type” in
the drop down then provide the collateral desaripin the “Description” Field. The
user may enter a narrative description of any kemgthe text box.

* Itis mandatory to enter the serial number of metdricle and motorcycle collaterals.
The serial number for a motor vehicle and motoreysithe number attached on the
body of the vehicle by the manufacturer and notlitense plate number. To add
additional rows for serial number, click the "Ad@éW Collateral” button.

Once all Financing Statement information has besered, review to ensure all
mandatory field information has been provided thgigtration looks correct. Check
the message box that reads, “By clicking on thisckbox | have accepted that a
thorough review has been done on the above infasniatand then press “Submit
for Authorization” button

If the registrant is an individual client or a Iégatity user that has both Officer and
Authorizer role, upon submitting the registrati@anregistration confirmation page is
displayed with the registration number of the ficiag statement and a copy of
verification statement is sent to the registramfeail as part of the registration
confirmation.

If the registrant is legal entity user that hasyo®fffice role, upon submitting the
registration, a registration submission confirmatiage is displayed with a temporal
registration number for the Authorizer for reviélhe Authorizer may approve, deny
or resend to the registrant of correction and nessdion. Upon submitting the
registration by the Authorizer a registration sufsion confirmation page is
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displayed with a registration number of the finagcistatement and a copy of
verification statement is sent to the registramfeail as part of the registration
confirmation.

6.0 AMEND A FINANCING STATEMENT

There are four main types of amendments that care@pstered on a registered financing
statement. These are:

* Update

* Full and Partial Assignment

* Subordination

» Discharge (Full and Partial Discharge) of financatgtement.

To register a financing change statement, one tagsh to the website, and should be a user
for a legal entity or an individual registered oligvith a client account. Once the user logs in,
the user will be taken to the Home Page, from thid page select “Financing Statement”
and from the dropdown, select “My Financing Statetsie which takes the user to my
financing statement list page. In the list of finemy statement, click on the “Amend
Financing Statement” icon (pencil) of the financatgtement the user would like to amend to
display the amendment page from which the useiselatt the amendment the user wants to
perform. If the user want to update, dischargepsiibate to other secured party or assign to
other secured party. Select the respective optighctick “Continue” button below the page
to go to the particular amendment page.

6.1 UPDATE OF FINANCING STATEMENT

For an update of financing statement, the user aday delete or change the loan information
including: maximum amount, date of expiry and sedyparty agreement date. The user may
change information on, secured party, debtor aildtecal by selecting the tab for the type of
information to be added, deleted or changed.

» If the Change Financing Statement is to add a edcparty, click the appropriate
button on the "Add New individual Secured Party" ‘@dd New Institutional
Secured Party” button and complete the form.

» If the Change Financing Statement deletes a seqaiy, identity the secured party
in the list and click the “X” icon on the top rigbf the entry to delete the secured
party.

» If the Change Financing Statement is to add a debliok the appropriate button on
the "Add New individual Secured Debtor" or “Add Némstitutional Debtor” button
and complete the form.

» If the Change Financing Statement deletes a dedtmtity the debtor in the list and
click the “X “icon on the top right of the entryldé& the debtor.

* If the Change Financing Statement is to add coHfteclick the "Add New
Collateral” button and complete the form.

» If the Change Financing Statement deletes collateientity the collateral in the list
and click “Delete” on the right of the entry to e the collateral.

» If the Change Financing Statement replaces anhsthcdocument, click on the
“Choose File” browse button under loan informattonattach a new document or
replace and existing document.
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Once all change financing statement information basn entered, review to ensure all
mandatory field information has been provided. ®hte message box that reads, “By
clicking on this checkbox | have accepted thataadhgh review has been done on the above
information”, and then pres$tibmit for Authorization” button or “Submit” if the registrant

is an individual or legal entity configured not tse workflow for update of financing
statement.

» If the registrant is an individual client or a légatity configured not to use workflow
for update of financing statement or the registtzag both Officer and Authorizer
role for legal entity configured to use workflowr fapdate of financing statement,
upon submitting the update registration, a redisimeconfirmation page is displayed
with the registration number of the change finagcstatement and a copy of
verification statement is sent to the user emafaas of the registration confirmation.

» If the registrant is legal entity configured to userkflow, upon submission
by the registrant (Officer), registration submissiconfirmation page is
displayed with a temporal registration number asat $0 the Authorizer for
review.

If the change must be authorized, once the Autbotizgin, activities waiting for his or her
attention will be displayed in the dashboard untfeending Task” with date and the
messages. Message for update shall read “Updatewffinancing statement, waiting for
authorization” Select the “My Tasks” menu and clithidy pending Tasks” in the drop down
to see the list of all task waiting to be reviewedbe approved, denied or resend to the
registrant (Officer) for correction and resubmissi€lick “Handle” button on the left of the
task to open the “Task Handler” page. Select aitband click on “Submit”, a successful
authorization message “You have successfully aimbdrthe financing statement with
registration xxxxx” is displayed in the page. A ifieation statement of the financing
statement is sent to the registrant’'s email andogingr user configured to receive verification
statements.

6.2 DISCHARGE OF FINANCING STATEMENT

For a discharge of financing statement, the usey paatially discharge collateral in a
financing statement or fully discharge the finagcgstatement if the financing statement has
only one collateral. On the “Select Amendment THmge” Select “Discharge” and click
“Continue” button to open “Discharge” page. Theii# be only “Full Discharge” and will be
selected automatically. Type comment in the comnbemtif any and click on “Submit for
Authorization” button in the case of legal entityttwconfigured to go through or “Submit”
button in the case of individual registered clientegal entity not configured for registration
of discharge to go through workflow.

If the financing statement is more than one cafdiehere will be two options under “Select
Discharge Type” under discharge to select “Fullchérge” or “Partial Discharge” with the
list of collaterals. A selection “Full Discharge’illixcheck all the collaterals in the list but a
selection of “Partial Discharge” will give the udbe option to check one or more collaterals
to be discharged. Type comment in the comment boany and click on “Submit for
Authorization” button in the case of legal entitjtiwconfiguration to go workflow and user
has not been assign both officer and authorizex ool “Submit” button in the case of
individual registered client or legal entity notnfigured for registration of discharge to go
through workflow or in the case of legal entity witonfiguration to go workflow and user
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but registrant has been assigned both officer atttbazer role.

If the discharge must be authorized, once the Aigplogin, activities waiting for his or her
attention will be displayed in the dashboard untfeending Task” with date and the
discharge message. Message for discharge shall“Beacharge of Financing Statement,
waiting for authorization” Select the “My Tasks” meand click “My pending Tasks” in the
drop down to open the list of all tasks waitingoreviewed to be approved or denied. Click
on “Handle” button to the left of the task to op#me “Task Handler” page. Select
“Authorize” or “Deny” and click on “Submit”, a suessful authorization message “You have
successfully authorized the financing statemenh wédgistration xxxxx” is displayed in the
page if authorize was selected or “You have sutadgslenied amendment on the financing
statement with registration xxxxx” is displayed tine page if “Deny” was selected. A
verification statement of the financing statemeinthe amendment is sent to the registrant’s
email and any other user configured to receiveication statements.
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