8 Payroll

8.1 derO” OverVieW ( Back to Table of Contents )

With the Payroll feature, you can pay your employees’ salaries easily and securely.

In a single transaction, you can pay the salaries of multiple employees with accounts within
Baiduri Bank or at other local banks.

To view a video tutorial on how to manage payroll, click here.
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https://youtu.be/ES7Vt8myqMs

8 Payroll

8.2 Preparing YOur P(]er" ( Back to Table of Contents )

You can upload the payroll file using iFILE or CSV formats. You will need to prepare the payroll
details in the same format as the sample payroll file, which can be downloaded when you create
the payroll. Save the payroll file as an Excel Spreadsheet in CSV format only.

U Comments 5 Share

File Home Insert Page Layout Formulas Data Review View Help

= = = AutoSum  ~
0 & cut Calibri dn VAR E=E o Bwepta General J 1] % @ &8 =X = uosum 97 /C) @E:
= [Dcopy ~ Drin~
Pasts B I U.T. & A, === =% . Lo <o .00 | Conditional Formatas Cell | Insert Delete Format Sort& Find& | Analyze
< Format Painter == = SE= EE BMegescener $ - % 9% N Formatting ¥ Table ¥ Styles v v v~ & Clear ¥ Filter v Select¥ | Data
Clipboard [ Font [ Alignment [ Number [ Styles Cells Editing Analysis Sensitivity 7
@ POSSIBLE DATA LOSS  Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format. | Don‘tshow again | | SaveAs.. | x
G20 - i v
/ A | B | @ | D | E | F G H 1 J K L M N o P Q R s i U [4]
17 EMP_NO EMP_NAME BANK_NAME ACC_NO AMOUNT
2| 1001 Baiduri AccountName  BBB "100999000000 1100
3| 1002 Baiduri AccountName  BBB "101000000000 1200
4| 1003 BIBD Account Name BIBDBNBB 1234567890 300
5| 1300 TAIB Account Name PTAIBNBB 1234567890 3000
67 301 AMBD Account Name AMBDBNBB 1234567890 500
7 | 222 RHB Account Name RHBBNEBB 1234567890 5000
87 60001000 SCB Account Name SCBLBNBB 1234567890 1600
9 | 1234560 UOB Account Name UOVBBNBC 1234567890 2000
10| 1234567 Maybank Account Name  MBBEBNBB 1234567890 1500

* Please ensure the full account number is inputted with an apostrophe at the beginning ie. '010100100. Please delete this line before saving your CSV file

Y Sample_File v3 (1) ® al T ™

Sample of Payroll File

iFILE is another available format which is typically generated from a Company's HR Payroll
system. See sample below:

E] Sample of payroll file - Notepad

File Edit Format View Help

‘]ZFHJ IFILE,CSV,ABC74800001,BNHBAPGBN@02237923,0CT 2016 - 1,2016/10/16,18:01:14,P,1.0,16,
BATHDR,ACH-CR,14,,,,,,,015T@,20161021,002237923112@,BND,16188. 31, , ,BN,HBAP,BND, 16188, 31,Baiduri Bank,,,,,PAl,,
SECPTY,0140306123456,A1lbert,00385887,002,,,1,,,,,,,MN,N,,,,,
SECPTY,0101213123456,Bernie,00410110,007,,,1.5,,,,,5,MN,N,,,,,

SECPTY, 0107230123456, Cassandra, 38216208,004,,,5,,,,,,,N,N,,,,,
SECPTY,0103208123456,Derrick,80071281,005,,,3.55,,,,,,,N,N,,,,,

SECPTY, 0150322123456 ,Evelyn,0839506@,006,,,2.1,,,,,,sN,N,,,,,

Important:

*In the excel spreadsheets, ensure account numbers are inputted in full with leading zeros.
Include an apostrophe at the beginning of the account number, for example ‘0100100123456

*Ensure employee names inputted fully match their names with their bank account. This will help to avoid the system
rejecting transactions. Please make sure that employee names do not exceed 35 characters.
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8 Payroll

8.3 Create pqer” ( Back to Table of Contents )

From the menu, go to Payroll > Create Payroll. The Create Payroll screen should be displayed.

Create Payroll
Payroll 3 Create Paymll

" Meartire Bk, v mivcanckationy

Payroll Reference : 20220413105935905

STEP1 STEP 2 STEP 3
INITIATE PAYROLL REVIEW COMPLETE

@l Payroll Details ~

File Description *

+ Sompile e

@l Payroll Header 4

Payroll details

Fields Description Mand‘atory
/ Optional

File Format Chosen between 2 types of formats in the dropdown

list:

- Payroll with iFILE Mangietery

+ Payroll with New Payroll File - CSV file format

3 . Enter the file name. This is a summary of the payroll details for the Mandat

File Description customer's reference only. angatery
Sample File $...... Download the sample file in the chosen format. Optional
Browse Upload your Payroll File Mandatory
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8 Payroll

8.3 CreCIte pqer” ( Back to Table of Contents )

Payroll Header fields

Description 7'8';‘:;?3’
Choose Company Select the Company you wish to pay from Mandatory
Pay From Select the Company's account to pay from Mandatory
Debit Currency This is based on the selected Pay From account by default Mandatory
Payment Currency This is based on the selected Pay From account by default Mandatory
Payment Date Set the date of when payments need to be made Mandatory
Note:

If the set Payment Date is the current date, the payroll will only
be processed the morning of the next working day.

If the set Payment date is the next working day (of a future
date), the payroll will be processed on the specified date.

Total Salary Enter the total amount of salary to be paid out. This needs to match Mandatory
the amount mentioned in the uploaded prepared payroll file.

Number of Enter the total number of payments to each employee. Mandatory
Records in File This needs to match the number of records in the uploaded
prepared payroll file.
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8 Payroll

8.3 Create Payroll

Once all details are entered, the following screen will appear.

Create Payroll
Payroll ¥ Creote Paymil

Payroll Reference : 1234567890

@
STEP 1
INITIATE PAYROLL

B Payroll Details

File Format *
Payroll with New Payroll File

File Description ™

TestingPayroll

.csv file will be supported

@l Payroll Header

Choose Company *
BD123/Zero One Two Sdn Bhd

[ Compony ID / Compary Name)

Pay From *
A&B Sdn Bhd/12345678/BDN/BD

Jo)

[Account Name // Aocount Number / Currency / Bank Code)

o

BND

BND

Poymant Date *
2022-04-18

Totaal Sakary *
1000.00

Murmibed of Records in File *

173

( Back to Table of Contents )

" Marked fieskds are mandatony

STEP 3
COMPLETE
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8 Payroll

8.3 Create Payroll

Review the Payroll Details

( Back to Table of Contents )

Click the CONTINUE button. The request will be reflected on the Review screen. The number of
transfers to be made within Baiduri Bank and other local banks will be indicated after verified by

the system. Rejected records will also be indicated here.

@l Payroll Details

File Format
File Narme
Company
Pay From

Upload Date

Payments

Bl Record Details

Total Number of Records
Successful

Rejected
Bl Fees Information

Fee Amount

_

Baiduri b.Digital Business User Guide

Payroll with New Payroll File

TestFile_ficsw

BD123/Zero One Two Sdn Bhd
A&B Sdn Bhd/123h5678/BDN/BD

Apr 15, 2022
Transfer To Mo of Records
Within Bank 2
Other Bank 2

[

L3

(1]

BND 30.00

Payment Currency

BHD

Amount

500.00

500.00
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8 Payroll

8.3 Create pqer” ( Back to Table of Contents )

Complete

Click PROCEED TO SUBMIT. A confirmation message will be prompted.

Create Payroll
Payrell > Create Payril

Payroll Reference : | 1234567890

@ @ @
STEP1 STEP2 STEP 3
INITIATE PAYROLL REVIEW COMPLETE

Please find the status of your file from * View Upload Fls®

e Your payroll has been created successfully and submitted for approval

Paymoll Reference 1234567890

Company BD123/Zero One Two Sdn Bhd
Fay From A&B Sdn Bhd/12345678/BDN/BD
Total Salary BND 1,000.00

Payment Date Apr 18, 2022

Total Records &

Fee Amount BND 30.00

+ The payroll file will then be sent to the View Upload File.
+ The uploaded file details can be viewed in View Upload File by the Maker and the Approver.

+ The uploaded file is subjected to the Batch job process.
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8 Payroll
8.3.1 View UpIOGd File ( Back to Table of Contents )

View Upload File

Once the payroll file is uploaded and submitted, the details can be viewed under View Upload
File in the menu. Here, maker can view the status of the payroll file, whether they are pending
approval, being processed or failed.

From the menu, go to Payroll - View Upload File. The View Upload File screen should be displayed.

View Upload File

Payroll > View Upload File

Payroll Search

Payroll Reference File Description

Payment Date
File Format - Jan 06, 2020 - Jan 06, 2020 ]
Status -

View Upload File

¥
Payroll Reference File Description File Format Payment Currency Total Salary Payment Date Status Action
No Records Found
User can also view rejected payrolls error statuses under View Upload File - Record Details
- Rejected Records Summary
BAIDURI BANK D ER o TR o ;
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8 Payroll
8.3.1 View Upload File ( Back to Table of Contents )

View upload file fields

Fields Description Mandatory
/ Optional

Payroll Reference A unigque number that is auto-generated when the payroll is created Optional

File Format Frokr)n tlt]we drop-down list, choose between 2 types of file formats Mandatory

or both.
File Format -
Al

Payroll with New Payroll File

Payroll with New Payroll File xIs

Figure 2: File Format screen

File Description The description name which was set when the payroll is created Optional
Payment Date Select a date of when the payroll was made Optional
Status Filter records based on the following: Optional

+ Pending Approval — if the payroll file is pending approvals
from Approver

* Failed — if the payroll file has been rejected by the Bank
» Under Processing — if the payroll file is being processed by

the Bank for verification before being released to the
Approver under Approval Workflow
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8 Payroll
8.3.1 View UpIOGd File ( Back to Table of Contents )

Enter all or any one of the above fields, then click the SEARCH button, the search results should
be displayed on the screen.

View Upload File

Payroll > View Upload File

Payroll Search

Payroll Reference File Description
Payment Date
File Format - Jan 07,2020 - Jan 23,2020 ]
Status -
 SEARCH. RESET
View Upload File Y
Payroll Reference File Description File Format Payment Currency Total Salary Payment Date Status Action
2020010693251700 salary NEWPAYROLL S6D 101085 Jan7,2020 _

ltemsperpage 5 ¥ 1-1of1 I« o >

The payroll file sent for the verification process can be viewed here. The request will be moved to the Approval Workflow
for the Approver to review after 5 to 10 minutes.
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8 Payroll
8.4.1 Approve Payroll (CBack to Table of Contents )

All records under Manage Workflow will have Pending Approval status. Once they have been
approved, their status will be changed to Fully Approved.

From the menu, go to Payroll > Manage Workflow. The View Upload File screen should
be displayed.

Manage Workflow
Payroll » Manage Workflow

Workflow List Select ~ Search Y
Uplood Reference File Description File Format Payment Cumency Total Salary Payment Date Status Action
Payroll with New Payroll
2022040323209833 TestingPayroll F':'d BND 100000 Apri8, 2022 Pending Approval -
Approve
hemsperpage 10 ¥ 1-1of1 I4 ‘
Reject

Status

+ Pending Approval: When payments are prepared by the Maker and submitted for approval

« Fully Approved: When the Approver approves the upload. The records will be pending to be released.
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8 Payroll
8.4.1 Approve Payroll ((Back to Table of Contents )

Manage Workflow functions

Actions Response

Filter Filter the column head by selecting or unselecting the check box according to
the user requirement.

Y

~

Payroll Reference
File Description
File Format L

Payment Currency

Total Salary
W
Search Search Payroll records by using the search field, also use the drop-down list to filter results
Upload Reference View details of the selected record

hyperlink
Payroll Reference : 202001 0822254210

@ Payroll Details ~
File Farmat NEWFAYROLL
Fila Name NewPayrollFormat-2_ 700000.csy g
Usloud Dute Jan 2, 2020
i Transter To tio of Recards Payment Currency Amount
Within Bank & BND 60262
Dther Bank N BND $390.23
@ Record Details ~
Total Numiber of Records 10
Successful 1
@l Fees information ol
Fee amaunt ]
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8 Payroll
8.4.1 Approve Payroll (CBack to Table of Contents )

Under the Action column, click the drop-down arrow, the sub-menu containing Approve and
Reject should be displayed.

Click Approve. The Approve Payroll screen should be displayed. Here, you can verify information
that was inputted.

Approve Payroll
Fayroll > Monoge Workflow > Approve Payrol

Payroll Reference : 1234567890

&

STEPT STEP 2 STEP 3

VERIFY APPROVE COMPLETE
A Plecss take nots that any peyral approved with todays vaue date wil anly the rext b dery %
@ Payroll Details ~
File Farmat NEWPAYROLL
File: Narme Samphe File Mesy g
Compary BD123/Zero One Two Sdn Bhd
Pay From A&B Sdn Bhd/12345678/BDN/BD
Upload Date: Apr 22,2022
i Transfer To Mo of Reconds Payment Cusrency At

Within Bank: 1 BND 250000

Bl Record Details

Total Mutrber of Records 1

Successiul 1

@ Fees Information

Fee Arnount BND 1000

APPROVE CANCEL

A notice about the processing status will be prompted. Click X to proceed with approvals.

A Please oke note ¥ I PP with today’ will cnly the next
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8 Payroll

8.4.1 Approve Payroll

( Back to Table of Contents )

Click the Approve button. The 2FA authentication screen should be displayed. Here is where the

approval process step is done. Enter the OTP generated via digital token.
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Click SUBMIT. A confirmation message should be prompted and the payroll is approved.
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8 Payroll
8.4.2 RejeCt (PCIer") (' Back to Table of Contents )

From the menu, go to Payroll > Manage Workflow. The View Upload File screen should
be displayed.

Under the Action column, click the drop-down arrow, the sub-menu containing Approve and
Reject should be displayed.

Manage Workflow
Payrell » Manage Workflow

Workflow List Select ~ Search Y
Upload Reference File Description File Format Payment Curmency Total Salary  Payment Date Stotus Action
) Payroll with Mew Payroll
2022040323209833 TestingPayroll o BND 100000 Apr18, 2022 Pending Approval -
Approve
hemsperpage 10 ¥ 1-1of1 I4 ‘

Reject

Click REJECT. The Reject Payroll screen will be displayed. Enter notes or reasons regarding the
reason for rejecting the payroll in the Remarks field.

Reject Payroll

Payroll » Manage Workflow > Reject Payroll

Successful 2

Bl Fees Information A
Fee Amount 0

i Reason For Rejection &
Remarks *

0/500

Click the REJECT button. 2FA is required to complete the process.
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8 Payroll

8.5 Payroll List

( Back to Table of Contents )

This section contains all statuses of transactions after the payroll file has been approved by the
Approver. This includes records that have been successfully approved and processed, records that
have failed, records that are set to be processed on a future date, and records that are currently

being processed.

There are two types of payrolls under Payroll List:

Before Batching

All payrolls under this page are auto-validated and prepared for processing. If payroll file fails, the
Maker will need to re-submit a new payroll.

BAIDURI BANK ©

= Transfers v
ﬂ] Bill Payments ohe

.8:!. Beneficiary Management

L5 BilPoyee Management
4  BukTransfers W
Gl Foyon <
3 Create Payroll

» View Upload File

5 Payroll List

B Repors v
@ Account Sweeps V)
L made w
gﬂﬁ Stop Request -
B servien Request v
&~ Teoks v
L semings v
[> tLogout

= Doigital

Carporate Group ID: 01234 | Carporate Group Name - Zero One Two Sdn Bhd

Payroll List

Payroll > Payroll List

Payrol Type
Before Batching -

Payroll Search

Payroll Batch Reference

Upload Reference

= P

Monday, April 18, 2022 ot 3:22.58 PM CMT-08:00

File Description File Format -
Payment Date
Apr 18, 2022 - Apr 18, 2022 { o) Status -
-
Payroll List
Upload Reference File Description Pay From File Format Payment Currency Total Salary Payment Date
A&B Sdn Bhd
1234567890123 TestingPayroll /12345678/BDN <= BND 5,600.00 Apr 17,2022
/BD
i win A&B Sdn Bhd .
1234567890123 e i /12345678/BDN  <=v BND 1,500.00 Mar &4, 20;
/BD
15022022 Pyt witn A&B Sdn Bhd
1234567890123 L /12345678/BDN v BND 10000 Feb 16, 2022
/BD
123 antUAT Axt EBND 2040 Feb 9, 2022
1234567890123 s osv END 10000 Feb 9, 2022

Accounts

VIIIAMOTICIENL  HONIINID Dranrerll
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8 Payroll

8.5 Payroll List

After Batching

The payrolls on this page have been processed and/or is ready for transfer.

BAIDURI BANK ©

-
BE Dashboard

B Accounts G
= Tmansfers

,_I’] Bill Poyments 5
aL. Beneficiary Management .
E Bill Payee Management
4 Buk Transfers v
aﬁ\ Payroll i
3 Create Paymoll

3 View Upload File

% Payroll List

E FRENIE v
@ rcomsws
IR trade v
& s,
B3 senvice Request v
# oo y
* Settings i
[ Logout

—~ bdisi.tﬁ!

Corporate Group D : 01234 | Corporate Group Name : Zero One Two Sdn Bhd

( Back to Table of Contents )

= P

Manday, Apel 16, 2022 at S2321 PM GMI+08:00

Definition of statuses under After Batching Type:-

+ Success — Payroll has been transferred successfully

« Stopped - Payroll was stopped

+ Future Dated - Payroll is ready for processing on the specified payment date

+ Pending Processing — Payroll is pending to be processed by the Bank

+ Processed with failure/Failed — Some or all transactions failed during processing. Click on

the Payroll Batch Reference link to view details of the successful and failed transactions

Stop Future Dated Payroll

Payroll List
Payroll > Poyrol List
Fayroll Type
After Batching -
Payroll Search
Payroll Batch Reference Upload Reference
File Description File Format -
Payment Date Status
Apr 18, 2072 - Apr 18, 2022 (m] Select -
= -
Payroll List A 4
Payrall Batch Upiood Reference: Pay From File Descrption File Format. Payment Gumency Total Salary Payment Date Status Payrol
Reference
ASB Sdn Bhd
1234567890123 1234567890123  /12345678/BDN H/124/22 HEWPAYROLL BND 1,000.00 Aprig, 2022 m
/BD
ASB Sdin Bhd
1234567890123 1234567890123 /12345678/BDN  H/124/22 NEWPAYROLL D 100000 Mar T 2022
/BD
ASB Sdn Bhd
1234567890123 1234567890123 /12345678/BDN  H/124/22 NEWPAYROLL o 0000 Hor 17 2022
/BD
ASB Sdn Bhd
1234567890123 1234567890123 /12345678/BDN H/124/22 NEWPAYROLL BND 100,00 Mar 8, 2022 m
/BD
ASB Sdn Bhd
1234567890123 1234567890123  /12345678/BDN  H/124/22 Bt L a0 kAL m

Under the After Batching payroll type, an Approver can stop a Future Dated Payroll.
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8 Payroll
8.6 qurO" (USD to USD) (' Back to Table of Contents )

With the Payroll feature, you can pay your employees' salaries easily and securely. Adding a new
transaction to the payroll feature allows you to use USD to USD internal accounts for payroll.

Preparing your Payroll
From the menu, go to Payroll > Create Payroll

The maker is required to fill in the payroll details:

@ Poyroll Detalls ¢ Payroll format - A dropdown menu where
o the maker can select either iFile or CSV file format.
Payrollwith IFILE * Upload type - Enter a description for your file

(alphanumeric characters only).

Payroll with New Payroll File
S * Sample file - This is an optional step where the
. maker can download a sample payroll file.
T * Browse - Click this button to select the file you
N want to upload.

You can upload your payroll data in CSV format. You will need to prepare the payroll details in the
same format as the sample payroll file, which you can download when you create a new payroll.
Save the payroll file as a CSV file.

File m Insert  Page Layout Formulas Data Review View Automate Help ‘_DComments ‘
UD & (ptosNomow <11 <A A = = = 3 ab = = T D 0o @]
B L @ e-A. cz===g. $ % B 3 - P~
=1 - o I 0 -9 [i7] [i=] Format v &~
Clipboard ] Font ] Alignment Number Styles Cells Editing Sensitivity Add-ins M
D8 v i XV fx o '000xxxxxxx129
A B C | D E F G H | J K L
1 EMP_NO EMP_NAME BANK_NAME ACC_NO AMOUNT
2 1001 Farahiyah Azman BBB 000xxxxxxx123 2000
3 1002 Amal Nazihah BBB 000xxxxxxx124 850
4 1003 Fikriah Zaini BBB 000xxxxxxx125 9000
5 1004 Abu Bakar BBB 000xxxxxxx126 1200
6 1005 Sharmim Tashma BBB 000xxxxxxx127 1200
7 1006 Ayesha Kamal BBB 000xxxxxxx128 754
BJ 1007 Faruq Zauja BBB '000xxxxxxx129 2278
9
10
11
12
13
14
15
16
17
18
19
20
21

Sample of Payroll File
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8 Payroll
8.6 qurO" (USD to USD) (' Back to Table of Contents )

iFile is another available format, typically generated by a company's HR payroll system. See the
sample file below:

[~ | Sample File X F

File Edit View

SECPTY, 000xxxxxxx123,Allen Lai,102,BBB,,,1000,,,,,,,,5555>
SECPTY, 800xxxxxxx124,farah Sharmim,1063,BBB,,,1000,,,,,,,,5555>
SECPTY, 000xxxxxxx125,A11iuddin Zamri,104,BBB,,,800,,,,,5555555>
SECPTY, 000xxxxxxx126,Qilah Wahab,105,BBB,,,900,,,,,,,55555»
SECPTY, 800xxxxxxx127,Faruq Umar,106,BBB,,,1500,,,,,,,55555»
SECPTY, 000xxxxxxx128 ,Muizzuddin,107,BBB,,,500,,,,,,555555»

Important:

Account Numbers

« Enter account numbers in full, including leading zeros. For example, enter '0100100123456' instead
of 100100123456.

Employee Names

+ Ensure employee names entered match exactly with their bank account names. This helps avoid
rejected transactions.

+ Please note that employee names cannot exceed 35 characters.
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8 Payroll

8.6 Payroll (USD to USD)

Create Payroll

From the menu, go to Payroll > Create Payroll. The create payroll screen will appear.

Create Payroll
Payroll > Create Payroll

Payroll Reference : 20240603111947728

STEP 1
INITIATE PAYROLL

STEP 2
REVIEW

A\ Disclaimer : Please take note that payrolls cannot be cancelled after 12am on the Payment Date. Payroll fees will be processed manually for USD payrolls.

Payroll Details

File Format *

Payroll with New Payroll File

File Description *
test]
¥ Sample File
Browse... No File Selected.
csv file will be supported

Payroll details

Description

Mandatory or Optional

File Format ﬁ;l:ect your preferred payroll format from the dropdown Mandartory
+ Payroll with iFile
+ Payroll with New Payroll File — CSV file format
Enter a descriptive file name. This name will be used for
File Description your reference only and does not affect how the payroll Mandatory
is processed.
Sample File # Samgl: Fie Select the Biller name from the drop down menu list. Optional
Browse Select your payroll file. Mandartory
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8 Payroll

8.6 Payroll (USD to USD)

Payroll Header Fields

@ Poyroll Heoder

Ohcone Comprerry *

( Back to Table of Contents )

( Comgany 1 / Compxany Mesmo)

Py Fooom *

oot Mame / Aocout Mt [ Cumency / Bork Code

usD

uso

Ponperst Do *
2024-05-28

Description

/usD/ees 5 |
usD .
Once all details are entered,
the maker can continue to
the review page.
(]

Mandatory or Optional

Choose Company

Pay From

Debit Currency

Payment Currency

Select the company you want to pay from

Select the company's account to pay from

This is based on the selected Pay From account
by default (Must be in USD currency)

This is based on the selected Pay From account
by default

Mandatory

Mandatory

Mandatory

Mandatory

Payment Date

Set the date of when payments need to be made

Important note

If the set Payment Date is the current date, the payroll
will only be processed the morning of the next working
day.

If the set Payment Date is the next working day (of a
future date), the payroll will be processed on the
specified date.

Mandatory

Total Salary

Enter the total amount of salary to be paid out. This
needs to match the amount mentioned in the uploaded
prepared payroll file.

Mandatory

Number of Records
in File

Enter the total number of payments to each employee.
This needs to match the number of records in the
uploaded prepared payroll file.

Mandatory
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8 Payroll
8.6 Paer" (USD to USD) (' Back to Table of Contents )

Review the Payroll details
« Click the Continue button. Your request will be reflected on the Review screen.

+ The following details will be displayed:

+ Debit account

» Payment records

* Number of records
« Currency

« Total amount

* Fees (in BND)

- If there are no errors, click Continue to Submit to upload the file for processing.

A Disclaimer : Please take note that payrolls cannot be cancelled after 12om on the Payment Date. Payroll fees will be processed manually for USD payrolis.
Hﬁ Payroll Details 2

File Format Payroll with New Payroll File

File Name usd testing.csv

Company

Pay From ‘usp/ess
Upload Date Jun M, 2024

Payment Date Jun 12, 2024

Within Bank 1 usp 100

@ Record Details &

Total Number of Records 1
Successful 1

Rejected 0
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Click Proceed to Submit to initiate the upload process. A confirmation message will then appear.

= bd‘gﬁe‘ = P

pa— Poruiny, Moy 71 2004 o1 23052 14 GMT-0R00

Create Payroll

Mot > Crosms P

Poyroll Reterence - 2026L0527027467229

ST ) STEP 2 TP 3
DITIATE PRYROLL EVIEW COMPLETE

Focrue fred the shatus of your S from * Viow Upiood §i”

View upload file
Once you upload and submit your payroll file, you can track its status using the View Upload File
menu option. This section allows you to see if your file is:

. Being processed
. Failed

From the menu, go to Payroll > View Upload File. The View Upload File screen will then appear.

You can also view specific error details for rejected payrolls under View Upload File > Record >
Rejected Records Summary.
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8.6 Payroll (USD to USD)

Payroll process progress and Status:

Maker can track the progress of the payroll file using the "View Upload File" function:

Go to Payroll - View Upload File. The View Upload File screen will then appear.

Once your file is processed, you can check the final status (success or failure) in the View
Upload List. The processing time typically takes 2-3 minutes, depending on the number of

records in your file.

View Upload File Fields

Description

Mandatory or Optional

A unique number that is auto generated when

e Ll the payroll is created.

File Format Choose the format of the uploaded payroll file. This will
be displayed as either iFile or CSV File.

Payroll Reference

All
Payroll with IFILE

Payroll with New Payroll File

L e

Mandatory

Mandatory

The description entered by the user when uploading

File Description the file.

Mandatory

Payment Date The date the payroll was scheduled to be paid.

Status The current status of the payroll file. This will be one
of the following:

* Failed
* Under Processing

Mandatory

Mandatory

Enter any or all of the above fields in the search bar and click SEARCH to view the results on screen.
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Failure within View Upload List:

If the payroll upload fails to process, the status will change to Failed. The Maker can then click on
the reference hyperlink to view the reason(s) for the failure.

= Doisita s

Mondcry, May 27, 2024 at 22330 PM GMT+08:00

View Upload File
Payroll > View Uplood File

Payment Date

File Format - May 27, 2024 - May 27, 2024 =]

Seatus

Select -

.

View Uplood File Y
iplood Retersnce Fio Descriptior 3o Format ! Sokor ;

20060S270WGETS USD TO BND IFLE ot usD 100 May 28, 2024 m
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Payroll List

This section provides an overview of all payroll transaction statuses, both before and after the
payroll file has been approved by the Approver. This includes records that have been:

. Successfully approved and processed
. Processed with errors (failed)

. Scheduled for future processing

. Currently being processed

The Payroll List displays two main types:

Before Batching
In this stage, all payrolls undergo automatic validation and are prepared for processing. If a
payroll file fails validation, the Maker will need to resubmit a new payroll file.

Payroll List
Payroll > Payroll List
Payroll Type
Before Batching -
Payroll Search
Payroll Batch Reference Upload Reference
File Description File Format -
Payment Date Status
May 29, 2024 - May 29, 2024 ] Pending Batch -
E -
Payroll List
" ncy y
20240529030031105 USD to USD payroll csv usD 300.00 May 30, 2024 _
20240528103643976 test csv usop 1,600.00 May 29, 2024 -
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After Batching

( Back to Table of Contents )

Payrolls on this page have been processed and are now ready for transfer.

Payroll List
Payoll > Payroll st

Payroll Search

Payroll Batch Reference

Filo Description

Payerert Oate:
May 28, 2024 - May 28, 202

Payroll List

2024052800041015  20240S2B0B385998S CSV o testing

202605280N2%0597 202460528090654405 il Tosting

2026052016100 20260827100226829 Testing

20060524605040777  20240SU0ASVSI84 tostingusd

Definition of statuses under After Batching Type:

Upload Reference

File Format

e uso

NEWPAYROLL uso

May 29,2004

May 29,2024

May 28, 2024

May 2, 202

== .
.
[ row e
Bork
nemsparpage © ¥ 1-4oth |4 (1] »

+ Future dated - Payroll is scheduled for processing on the specified payment date.

+ Stopped - Payroll processing was stopped.

+ Sent to bank — Payroll has been sent to bank for processing.
+ Failed — Transaction failed during processing. Click the Payroll Batch reference link to view details

of failed transactions.

Stop Future Dated Payroll

An Approver can stop a future dated payroll under the "After Batching" category.
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Approve Payroll

All records under Manage Workflow will initially have a Pending Approval status. Once
approved, the status will change to Fully Approved.

To view and manage your payroll submissions, go to Payroll and then Manage Workflow. This
will display the View Upload File screen.

Friday, Moy 26, 2024 ot 5029 PM GMT+08:00.

Manage Workflow
Payroll > Manage Worktiow

Workflow List Select +  Search Y

20260520045953684 testingusc Payroll with New Payroll Fie uso 100 May 27,202 Pending Approval -

Status

+ Pending Approval: This status indicates that payments have been prepared by the Maker
and submitted for approval.

« Fully Approved: The Approver has approved the upload. The records are now awaiting release.
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Manage Workflow functions

Actions Response

Filter To filter data by a specific column, users can select or deselect the checkbox
located in the column header.

b4
Uplood Reference
B File Description
B File Format
B Payment Curency

B Toral Salary

Search payroll records using the search field and filter results using the

Search drop-down list(s).

View details of the selected record.

Upload Reference Approve Payroll

Payroll > Manage Workflow > Approve Payroll

Hyperlink R : e 50 poylk.

A v day
@ Payroll Details

File Format NEWPAYROLL

File Name USD SAMPLEFILEGsY g

Pay From /uso/Bes
Uplood Date May 29,2026
Payment Date Jun £, 3026

s Transfer To No of Records Rayment Currency Amount

Within Bank 3 usp 30000

@l Record Details

Totol Number of Records 3

In the Action column, click the dropdown arrow to reveal a submenu with Approve and Reject
options.

Click Approve to proceed. The Approve Payroll screen will then appear, allowing you to verify the
entered information before finalising.
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Select
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Search Y

Payment Currency

usD

Total Salary Payment Date

100 May 27,2024

Status Action
Pending Approval v

temsperpoge 10 ¥ 1-1of1 I4

Important note: Even if the payroll payment date has passed its due date, the Approver can
still approve it for processing on the next working day. However, to proceed with approval, the
user will need to close (click the X) on the past payment date notification.

A Payment date has passed and payroll will be processed the next working day X

Click Approve to proceed. You will then be prompted for Two-Factor Authentication (2FA) to
verify your identity. Enter the One-Time Password (OTP) generated by your digital token.

Approve Payroll
Payroll > Manage Workflow > Approve Payroll

A Disclaimer : Please toke note that payrolis cannot be cancelled after 12am on the Payment Date. Payroll fees will be processed manually for USD payrolls.

A Payment date has passed and payroll will be processed the next working day

@ Payroll Details

File Format

File Name

@ Record Details

Total Number of Records

Successful

Baiduri b.Digital Business User Guide
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USD SAMPLEFILEcsv g

SDN BHD

3/usD/BBB

May 29, 202

Jun 4, 2024

Transfer To No of Records

‘Within Bank 3

usD 300.00
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Authorise Bulk File Upload
Bulk Payments > Manage Workflow > Authorise Bulk File Upload

Upload Reference: 20241804102611725

STEP1 STEP2 STEP 3
VERIFY APPROVE COMPLETE

© Payment Authorisation Details A

2-Step Verification

Offline Mobile Token -

°

After reviewing the payroll details, the Approver can proceed to generate the Two-Factor
Authentication (2FA) by using the physical token or soft token to process the transaction.

Click SUBMIT to process the transaction. A confirmation message will then be displayed indicating
successful payroll approval.

Approve Payroll

Paycl > Morage WodtSow ) Apgrowe Poyvol

Payroll Reference : 20240529091002570

@ ®
sTEP 1 sTEP 2
VY APPROVE

@ Your poyrol nas been 0 the bank for

Pl Rterrecn FUOSRO0T0

Compary Hams |

Pay From 1/ USD / o8

Yotcd Sakary UsD 30000

Dot Payment Dote Hay 30, 202

Totcl Rcosds 3

foe Amount 8v0 000

EE———
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To navigate to the payroll status

Makers and Approvers can go to Dashboard > Financial > Transaction statistics.
Under the Filter menu, select Payroll. Then, choose the desired dates using the provided filters for
payroll creation and payment dates. This will display the User Workflow and the Bank Workflow.

BAIDURI BANK Q) [Ell o T e
Corporate Group 1D Mondary, Moy 20, 2004 at 92924 AM GMT+08.00
Dashboard

Home > Dastbooed

- GID Financial ~Transaction Statistics |I|\' Non-fi
85 Doshboord

Finor Tronsoction Chocss Dote Fiter Tromoction Chocse Dote
. Accounts $ Payroll ~  May ¥, 2024 - May 24, 2024 (=] ALL ~  May 20, 2024 - May 20, 2024 (u]
= o Froase select Fiter Transoction Frease solect Fiter Transaction

User Workfiow Bark Workflow User Worklow Bank Workflow

—— s m a m
A Fully Approved o Fully Approved 0 Active 0
. Beneficiary Management

Fuly Approved 0 Draft o Delete 0
E Bill Poyee Manogement

Draft 0 No Loan Exist 0 Ponding Approvol 0 Sond To Bank 0
4  Bulk Poyments v
= Draft 0 Future Date 1 Partially Approved 0
@ Poyos W Incomplete o Processed With Fallures o Rejected o
B Repors v Ponding Approval 4 Success 6 Pending Ropair o
£E Trode o Purtially Approved [ Stopped [ Release Faied o
& stop Request v Rajected o

) Pending Repair 0

B3 service Request v

Release Failed 0
4= ¥ &
£ Settings v
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