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Baiduri b.Digital Business is a digital platform which enables your business
to access your accounts and peiform various financial transactions.

Login for Business
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1.1 Login Overview

Baiduri b.Digital Business
is a digital platform which
enables your business to
access your accounts and
perform various financial
transactions.

( Back to Table of Contents )

Companies and businesses will first need to be registered. Your company will be assigned a unique
Corporate Group ID. One or more users can be created on for each organization on this platform
along with their access permissions to various functions and accounts

After all individual IDs of the organization have been created, each company user will receive 2

emails;

* The first email will contain the user's Corporate Group ID, User ID and a link to login.
* The second email will contain the Temporary Password for first time activation.

* There are 2 types of 2FA authentication;

» Digital token (generated via Baiduri b.Digital Business mobile app) or

* Physical token.

Once you have logged into the platform, you can perform certain functions depending on the
type of permission access you have been assigned, for example:

Initiate Transfers,
Bill Payments

Upload payment files

Manage Payees,
Manage Billers

Approve Transfers, Bill Payments

View latest balances of all
their company accounts

0 g
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View current day transactions
of all their accounts

View and download account statements

View the execution status of the
payment instructions from the bank

Download the payment transactions
& statuses as reports

Baiduri b.Digital Business User Guide
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1.2 Fil’st Time Login ( Back to Table of Contents )

Corporate Group ID, User ID and Password

Once the bank has created and activated your IDs, a notification will be sent to your
registered email address to initiate the first-time login process. This is where you will receive your
Corporate Group ID, User ID and Temporary Password.

Digital Token
If you prefer to use the digital token, please follow these steps.
Step 1

Download the Baiduri b.Digital Business mobile app from Google Play (for Android Users) or
AppStore (for iOS Users).

Step 2

Once installed, you will need to key in your Corporate Group ID, User ID and Temporary
Password in the login screen, then click Proceed to Login.

= BAIDURI BANK ©

Login for Business Banking

Enter Yaur login information to aceess your
online accounts

Forgot Password?

Baiduri b.Digital Business User Guide
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1.2 First Time Login

Step 3

( Back to Table of Contents )

Select the 2FA verification type you prefer for your one-time PIN (OTP), either SMS or

email.

o ¢ Sample of SMS OTP
= BAIDURI BANK*Y

LT,
‘ = '
2-8tep Verification
Choose 2RA
v
CHOOSE 2FA

SMS OTR

Step 4

Today 17:30

Your secure OTP 128442 for
login to the Baiduri b.Digital
Business is generated as
requested on Wed, 4 Aug 2021
17:30:02+0800. Valid till 18:0:2

Sample of Email OTP

Tiesr Uefiied Cimtrummer;

Alemngunary pessrond vaspest s daser gera st

1, 7023 102181 200

For assistoesce, £ or Té-hous Cuitomes Helores ar 164 5566,

BAIIUR BN
8 i Gexdong. Barsrkoe S Bogawin BAIS LY

Key in the OTP you've received on the verification page on the Baiduri b.Digital Business

mobile app.

= BAIDURI BANK O

A 10 i_I.:I'@.I
‘ = '
2-Step Verification

Choose 2FA

v
SMS OTP
Enter a verification code
l[’)aclse mgewmessage with a OTP was just sent to
el | [ [
Retend SHOW

Baiduri b.Digital Business User Guide
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1.2 First Time Login ( Back to Table of Contents )

Step 5

A pop-up message will appear promptiong you to change your password. This step is
mandatory.

Mg~
You have logged in with a
er temporary password. You are
'ﬁf required to change your
i password.

;’ié Change Password

send SHO

Step 6

Tap Change Password

Step 7

Enter your newly set new password twice to confirm, then tap Submit.

= BAIDURI BANK QO

Change Password

Change your lermporary password before
you may access the application

[possword are case sensitive, Alpha numeric
with one UPPER CASE and one special
choracter with afieast 8 characters.)

Baiduri b.Digital Business User Guide
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1.2 FirSt Time Login ( Back to Table of Contents )

Step 8

You should receive a “Success” pop up on the screen. This confirms that have
successfully set up your Digital Token.

©

Your soft token registration Success!

has been completed sken Your password has been changed and soll oken
iy registration has been campleted successfully
successfully i

(.3
I Success! I

Step 9

Tap OK to proceed. You will then be logged out of the session and redirected back to
the homepage of the mobile app.

Baiduri b.Digital Business User Guide
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1.2 First Time LOgin ( Back to Table of Contents )

Physical Token

If you prefer to use the physical token, follow the steps below:
Step 1

Go to ¢Z” www.baiduri.com on your web browser and click the LOGIN button.

Step 2

Under the LOGIN panel, click on Baiduri b.Digital Business.

Step 3

You should see the screen below.

BAIDURI BANK © b aigital

Login for Business
Banking

Entor your login information to access your online
accounts

" Mo Srdck am serintony

UserID* & .

Baid.el Bonk, Biunes 2022 1o3s | herme &Conavons | Oncuimer | Privacy Polcy

Baiduri b.Digital Business User Guide
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1.2 First Time Login ( Back to Table of Contents )

Step 4

Enter your Corporate Group ID, User ID and Temporary Password.

Step 5

Click the PROCEED TO LOGIN button to continue. You should then see the Two Factor
Authentication (2FA) screen as shown below.

Two Factor
Authentication (2FA)
Yoo aani Reduired 1o Enter o One-Time Posswond [OTF)
1o proceed with your login.
" Maikod ficids oR mandamy
._|_3'_TjE:_T@.
L | zeoure Mobile Token -
=)
Enter the token number
L] L ] L ] L ] L ] B
G Show
CANCEL

Step 6

On your physical token, press the button to generate a 6-digit code.
Enter that code on the 2FA screen. Then click SUBMIT.

Baiduri b.Digital Business User Guide
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1.2 First Time LOgin ( Back to Table of Contents )

Step 7

You will then be directed to the Force Password Change screen.

BAIDURI BANK © B aisia

Home Aoun Us Locare Us. Comont ks

Force Password Change

Charge pas Weeporary Gastaced betore o, =y
accens T appicaton

...............

New Passworg * B

Confern Passworg * a

Fattmrct 0w Cate veatee Parteors st e Aore
e ContETI | UPFERCASE It | EpeCE OO
o e g o ) e

ST CANCEL

Ll
¥ R

Force Password Change screen

Step 8
Enter your New Password in the password field.

Tio: Password is sensitive and must contain Aloha Numeric with atleast 1
Q UPPERCASE and 1 Special character and length should be 8-12 characters.

Baiduri b.Digital Business User Guide
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1.2 First Time Login ( Back to Table of Contents )

Step 9
Re-enter the new password in Confirm Password field.

QTip: Both New and Confirm password should be matched.

Step 10

Click Submit. You will gets logged-out of the session and directed to the homepage.

Baiduri b.Digital Business User Guide
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1.3 Login Via WebSite ( Back to Table of Contents )

Step 1

Go to ¢Z” www.baiduri.com on your web browser and click the LOGIN button.

Step 2

Under the LOGIN panel, click on Baiduri b.Digital Business.

BAIDURI BANK f) YOU ARE IN FERSONAL BANKING ~  ABOUTUS »  OUR SUBSIDIARIES v

BANKING SAVE CARDS BORROW INSURE INVEST RATES

BROADEN YOUR FINANCIAL
HORIZONS

Earn 1.2% pa, on this special Fixed Deposit offer when you sign
wp for a Unit Trust investment with us.

URE INVEST RATES
TSy digital

Baiduri b.Digital Business User Guide
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1.3 Login via website

Step 3

Enter your Corporate Group ID, User ID and Password in the login screen

Login for Business
Banking

Enter your bogin infomotion o oocess your online
cetiuls

" Markind Acds fen mandatsy

Coeporie Group 10

BOCOOZO &
s D *

SUPERUSER2 F-
Pomwwani

B a8

Step 4

Login for Business Banking screen

Click the PROCEED TO LOGIN button.

Step 5

You will then be lead to the Two Factor Authentication (2FA) screen.

( Back to Table of Contents )

Baiduri b.Digital Business User Guide
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1.3 Login Viq WebSite ( Back to Table of Contents )

Step 6

If you are logging in with a physical token, press the button on the token to generate
your 6-digit code. Then enter that code on the screen.

Two Factor
Authentication (2FA)

Yol are Reguired 10 Enter o One-Thme Passwornd [OTP)
o proceed with your login.

" markod fiodds om mandasory

Two Factor Authentication (2FA)

If you are logging in with a digital token, follow these below steps to generate the Secure
Code from the Baiduri b.Digital Business mobile app.

Login for Business Banking []  Generate Secure Code
Code expires in @SE{.
Enter Your login information to access your
online accounts E About Us
Secure Code
A Faas
[ [ [e ][7 ][]
ﬂ Terms and Conditions e
9 Locate Us
Forgot Password? ° Soniaeliy
Open the mobile app and On the menu panel, tap on The Secure Code will appear
click on the 3-line icon at the ‘Generate Secure Code' on your screen

top left corner of the app

Baiduri b.Digital Business User Guide 16
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( Back to Table of Contents )

1.3 Login via website

Step 6
Enter the 6-digit Secure Code to the 2FA screen.

Two Factor
Authentication (2FA)

Yo ars Reguired o Erter o Orme-Time Passvesd [OTF)
o pureseeed wilth your login.

" Marked ficids ar mandasney

IIT:@"« - | Two Factor Authentication (2FA)
= E S=cure Mobide Token -

Step 7

Tap Submit. You will then be directed to the dashboard of the Baiduri

b.Digital Business platform.

BAIDURI BANK © [EH ¢ T

Dashboard

Herme » Doashbours

Al w2 of Agm 0, SEL 24120 FH

=P

Wedneamioy, Apel 20, 202 ol 2:4E M CHTL 0000

) —
= [E) Financiol Summary ESCA MARNE AND ENGINEETING 50H B-D -
ER Dasbbood
[ [ 5 Uperative Accourts
F‘l T ers 2 Aot Werbey Bcroaat Shorl Neme Aot Botror
A e rmymens - TR0 ESCA MARINE AND VG RG 50K 1D WD

OO IESCA MARINL ARD ERG B SO 00 = 1N 0T
-7 o - OTDMOLTEZS ESCA MARIHE AND ENC PG EDN B0 - LMD WR0s
E] il Pons w ESCA MARINE AND ENG RG 50N FO - DHD W0 T

LR T ESCA MARINE ERD ENG B SON IR0 R
A Bk Tronsfers v

v A
] ~ Bz
B - - sogmeants sispl 0 the pistenat
& fcount Sweeps -
PEREES w
finareiol -Tronsoction Statistics @ Non-financial ~Transaction Stortistics

L Stop Request > @ d

[ep—— B [T —r— -
H Servee Reguest W ALL = Ape 0, 203 - Apr 0, 002 a8 ALL w  Ape 0, WG - A0, F0EF ]
- & Mie seheet Fit Fater Pz s ke Trarmation

Dashboard Screen

Baiduri b.Digital Business User Guide
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1 .4 FO rg ot PC,I SSWO rd ( Back to Table of Contents )

Reset Password

If you have forgotten your password, you can reset it via the Baiduri b.Digital Business login page.

Step 1

Click Forgot Password link on the Login page.

Login for Business
Banking

Enter your login information to access your online
accounts

"Marked figlds are mandatory

Corporate Group ID * Bn

Login for Business Banking screen
UserID* a2
password * o

Forgot Password

Step 2

You will be led to the Forgot Password screen. Enter the valid Corporate Group
ID, User ID, and Registered Email ID.

Forgot Password

Taiter Cotporate Group |0, Use 10 6 Bnal 1o gencrale
 temporary passwond.

" Mo foids e manaatory

Corpomie Group (0"

BDCOO201 &
Forgot Password Screen
[T
SUPERUSER2 -
Emod I "

Baiduri b.Digital Business User Guide

18



1Login

1.4 Forgot Password

19

Step 3

Click GENERATE PASSWORD

Forgot Password

Enler Cotporati Group 10, User 10 & Eied to genctole
o lempoiary passwond.

" Marked foids g mandatony
Corpomie Group 10 '
BOCOOZO01 &
Usor 1D
SUPERUSER2 &
Emod 10}
12%aaboccompanycom =]

Step 4

The One Time Password screen should be displayed

One Time Password
(0TP)

You are Required w Enter a One-Time Password {OTF)
ta proceed with your login.

“ Wlariad fisids are mendstory

2-Step Verification

Choose 2FA * -

CANCEL

One Time Password (OTP) screen

( Back to Table of Contents )

Baiduri b.Digital Business User Guide
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1 .ll- FO rg ot PC,I SSWO rd ( Back to Table of Contents )

Step 5

From the drop-down arrow, select the 2FA type you prefer, i.e. SMS OTP or email OTP and click
SUBMIT.

One Time Password
(OTP)

You are Required to Enter a One-Time Password (OTP)
to proceed with your login.

* Marked figlds are mandatory
2-Step Verification
SMS OTP

EMAILOTP

SUBMIT CAMNCEL

Step 6

Once you've clicked SUBMIT, the temporary password will be sent to your registered email ID.

Step 7

Then go to the login screen and enter your Corporate Group ID, User ID and temporary password
(that you've received in your registered email address).

Step 8
You will be be redirected to the Change Password screen.

Change Password

Change youw temporory password belore
you may access the application,

Note

The Password must be 8 1o 12 characters
long and contain of least 1 uppercose letter,
1 lowercase letter, one number ond |
speciol character.

The new Password must be different to the
lost 3 used passwords.

CANCEL

Baiduri b.Digital Business User Guide
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1 .4 FO rg ot PQ SSWO rd ( Back to Table of Contents )

Step 9
Enter your new password twice in the New Password and Confirm Password fields.

Password is case sensitive and must contain alpha numeric with at least 1 UPPERCASE, 1 special
character and length should be 8 to 12 characters.

QTip: Both New and Confirm password should match.

Click SUBMIT. You will be logged out of the session and redirected to the homepage.

Logout

Click Logout and you will be asked to confirm your decision.

Logout

Are e sure you want to logout Trom the application?

Click Yes to Log out

Thank you for banking with us.

You have successfully logged out of Internet Banking,
click Here to login again.

Login Oct 22, 2018, 2:06:18 PM Duration 0:0:9 hours

Logout Oct 22, 2018, 2:06:28 PM

21 Baiduri b.Digital Business User Guide



2 Dashboard

2.1 DG Sh bOG rd Ove rVieW ( Back to Table of Contents )

The main page, also known as the

Dashboard of the Baiduri b.Digital Business
platform provides an overview of your accounts,
including consolidated reports of both financial
and non-financial transactions.

Baiduri b.Digital Business User Guide 22



2 Dashboard

2.2 FinanCiGI Summary ( Back to Table of Contents )

The Financial Summary page provides a snapshot of your company'’s latest account
balance, including Account Number, Account Short Name and Available Balance.

Dashboard
(S —

A Esalorien i of A 22, 2000, LEEAR M

e Loy

=
(IB) Finencial Summary ABC COMPMNY SON BHD -

Operathin Accounts
Accmint Nurbee Aot Shat Roere Awplpbbe B - T

IRSATRROEI AR COMPANY 50N SHD 0
RSATEROIEI AR COMPANY 50N SHD -0
ATEVSETERTIZ ABCCOMPANY 500 SHD s s,
ATEVSETERTIZ ABC COMPANY 500 SHD L b 04 1

ISASETRRTIT ADC COMPANY 500 SHD W W,

Seust Mocktivaty armsbor o Smpra i 18

You can also view other companies linked to your organization by selecting the company name
from a drop-down list at the Choose Company field.

Note:
The pie chart represents the total amount in each type of currency. See below for illustration.

42 625704.64

E BND B INR

Note: Relatively smaller segmentis will not be displayed
in the pictorial representation

When you click VIEW ALL, you will be directed to the Accounts menu to view more information
under the linked accounts.

Baiduri b.Digital Business User Guide



2 Dashboard

2.3 Financial & Non Financial Transaction Statistics —( Back to Table of Contents )

The Financial and Non Financial transaction statistics table depicts the overall status of

transactions performed on the platform. You can filter information you wish to view by date.

I
|._||l.= Financial ~Transaction Siatistics

e Termitees Chusems Exrie

AL - w22 NI - Ape 23002
[T —
o e e T e vk
Fity Apgevens o Fuatert
[ o Fitiew Dot
Ewicts o Proscansod Wom Fodes
Iompie o St
Paraig Approe ] S To ok
[Ty r— o Saappesd
Fokociod o
Poneiing Repar L
Haboose Fosbed o

Transactions under Financial and Non-Financial are listed as below:-

FINANCIAL

+ Acceptance of Discrepancy
+ Bank Guarantee

+ Batch Transfers

« Bill Payment Standing Instruction
« Bill Payments

« Irrevocable Letter of Credit
+ Letter of Credit Amendment
« Payroll

* Shipping Guarantee

+ Single Payment Transfers

* Shipping Guarantee

Baiduri b.Digital Business User Guide

'.r|il_:' Non-financial ~Transoction Statistics

W Tt

= Al

P o Pt ez bren

- '@ ‘&

NON-FINANCIAL

« Account Sweep
- Beneficiary

- Biller Payee

+ Cheque Book

F e
Fully g
Doty
Fonding Agpeovl
Parniaty Aginwes
[

Pty Mapaae

Pl oo

Chonres Domw

= A TI 003 - age 20, 202

M ok wonsow
Acthen
Oelotn

St Tio Bk

24



2 Dashboard

2.3 Financial & Non Financial Transaction Statistics —( Backto Table of Contents )

User Workflow — details of transactions and the overall status count of the transactions.
Bank Workflow — transactions that have been sent to the Bank for processing.

Status Definition

USER WORKFLOW
Fully Approved A transaction that has completed all approvals
Draft A transaction that is not yet submitted for approval but is currently
saved as a draft
Delete Transactions that have been deleted
Incomplete Transactions with insufficient or incorrect details
Pending Approval Transactions that are submitted for approval
Partially Approved Transactions that are pending further approval
Stopped Any future dated transactions that have been stopped before the value date
Rejected Transactions that have been rejected by an Approver
Pending Repair Transactions that have been sent back for repair.
The Maker will need to take action.
Release Failed Failed transactions due to a system error
BANK WORKFLOW
Failed Payments that failed during processing
Future Date Any future dated transactions that have been set up
Success Payments that have been successfully processed
Stopped Any future dated transactions which have been stopped before the value date
Processed with Failures Files that have been uploaded where partial files failed during processing
Send To Bank Transactions that have been sent for the Bank's action

Baiduri b.Digital Business User Guide



2 Dashboard
2.4 Inbox/View Notification/Send Message

Inbox

This is where you'll receive transaction alert messages including Subject,

Description and Date in the Inbox section.

@ vom
St Dmrgrtace.

Treamsoc tion Byienn Wotificosinn
[ . A WL 01 e s - g

Fandiing Anpeoval Motihcotion
Cipar Viokreed Gt tiemer, & FRYROLL with ssfomstoon 20000427 TIT i pecing for oppeovel

Transoction Relsow Netifoozien
= 2

Paracting Agsprovel Motshezzsion
D A Fchng o cpproel

Notification

To view notifications for your transactions and requests from the bank,

click on the bell icon .‘ in the upper right corner.

A T Metification

AL TR -
] Weormcction e Ratiration o
] ameing Approvol MetiScasion ] parcing tor appe
=] pegrenigion i the b e privcamteny
| Panding Approv Nailtcoson R e

o Vi Ciemcomn & Trode - Larsoe of Cuit Arvssach1sTt s rfunie UD0RTTTRIGAD: & paring
o el

To view more information about each notification sent,
click on the individual message subject link.

Notifications
Pervw 3 ot 3 Ve fotheoson

| Norification
Dt & Taves = 32 A 23122 prm
St Pt A Moot
T ekt Clastoamas,

Do Vakyeed Coattornss, & PR S
e ]

=i -

Baiduri b.Digital Business User Guide
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2 Dashboard

2.4 Inbox/View Notification/Send Message ————— ((Backto Table of Contents )

Send Message
To send a message to the E-Banking Customer Service, click on the Mail icon
on the upper right corner .

Home
oame 3 Memegen

B i i)

Click on Create New. A New Message screen will be prompted.

New Message

* Morest ks e mandatony
Ta
& Banking Customer Service
Category *
Accounts -

Subject *

Message *

0/2000

From the drop-down list, select the Category. Enter a Subject, then type your Message
in the respective fields.

Click SEND to send the message to the bank.

Baiduri b.Digital Business User Guide



2 Dashboard

2.5 Customizing Profile Image and Name

You can also customize your profile picture and name within your account.
You may also view your last login details.

Click the Edit icon /.

The Update Profile Picture window should be displayed.

Update Profile Picture
Profile

Profile Nick Name
BillFinance Officer

Browse,_ o Fles Seectec

You can upicsd 8 JPG of PG fie (Fie soe St i 4 M5)

AT OGS

Click Browse to choose an image you want to upload.

Update Profile Picture
Profile
Profie Hok Nanw
BillFinance Officer
Brovess Prafie Pic jpg

Y can wplod & JPY of PHG fie [File sioe fend ix 4 ME}

CANCEL

Baiduri b.Digital Business User Guide

Important notes

+ Image file size cannot exceed 4MB

+ Image file format must be JPEG and PNG only

« Enter your preferred display name in Profile Nick Name field

( Back to Table of Contents )
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3 Accounts

3.1 Ove rVieW ( Back to Table of Contents )

This section allows the assigned users to view the company's Accounts, Limits, Loans, Overdrafts,
Letter of Credit, Trust Receipt, Inwards Collections, Guarantee, Forex, Hire Purchase and Corporate
Cards (if any).

29 Baiduri b.Digital Business User Guide



3 Accounts

3.2 Accounts Overview Function ((Back to Table of Contents )

On the Accounts Overview screen, you can access information such as Operating Account,
Deposit Account and Loan Account. You can view same day transactions of all accounts as

well as the latest balances of all accounts.

What each user is able to view depends on the type of access and permissions assigned to
them. For example, User 1 can view all accounts, however, User 2 will only be able to view

selected accounts.

Under the menu, go to Accounts - Accounts Overview.

BAIDURI BANK © [l e T £
] Corporats Group 1D - BDC0020! | Cospovat= Group Nome . XYZ COMPANY Thusday, December 23, 2021 at 124447 AM GMT+0800
Accounts Overview

Accounts > Accounts Cvensow

e The sy roup. o sort ocoounts. click 10 $0Mt by feg. Acoount Nuwiber). ! HOFSOCToNn fol cick on the

Pypedink aualatie on the Acccunt Numbe:

Secrch Accounts By Company

u - B

AR Dolonces os of Dec 25, 2021, K1a44s AM

&8 Ororative Accounts (19 entrics| vews Y A
OF Mo Company Names ACTOUE Nurbe Account Type Cursocy s Bolance Avorlot s Bolancs
654321 XYZ COMPANY 0100006543321 Curent Account BND 926579 226579
LoV ACCONES e 554321 XYZ COMPANY 020000654321 Cunent Account use 22335 2233
# Corpomie Corde 34567 ZVX COMPANY 010000034567 Cunent Accourt uso 9078136 907838
S Limits Summary 23456 ABC COMPANY 010000023456 Curont Account uso 29328045 29328045
0200000234
% G 23456 ABC COMPANY 020000023455 Curent Accourt ano T S
= mansfers
= N
éé Deposit Accounts (S entrics) Veurt ¥ A
!g B Payments s 5 . 5 o o A < - R SRS g
Mo Fmoony Name Arrount St Epost ype u=ncy en urrent Balonce Motunty Uese
. Bonoficiary Manogemont - -
23456 ABC COMPANY 350000023456 Food Depoat BND oo 0054423 Fab2s, 2022
£ OFRayee Management |,
23456 ABC COMPANY 050100023456 Foed Deposit oNo 120,24.00 26539500 Dec 28,2021
£ sukansers v
24567 ZYX COMPANY 050000034567 Fies Dugra BN 150,184.00 WOLIASE Aug19.2022
1 o Y 000 20
34567 Z¥X COMPANY 05010024567 Foned Deposit BND 831812 ApeiL 2022
B rowos .
XYZ COMPANY 0500000654321 Faed Deposht BND 000 4652002 A W.2022
5T 654321
o Trade v

Figure 1: Accounts Overview screen

Baiduri b.Digital Business User Guide



3 Accounts

3.2 Accounts Overview Function ((Back to Table of Contents )

Functions available under the Beneficiary List screen.

Actions Response

Search through all accounts (Operative Accounts, Deposit Accounts and Loan Accounts).

Search
Select specific company names of select All in the drop down list.

Search Accounts By Company
All -

Al

EC1

EC2

EC3

EC4

Figure 1: Search Accounts by Company screen

Filter lecon (Y) Hide or unhide columns.

Displays all accounts including Operative Accounts, Deposit Accounts and Loan Accounts.
This function allows you to view all transactions with their consolidated account balances,
including current balances and available balances in their currencies.

View All

%t maniomamasny X « - @ =
= : — aE e @

[ = Daisau LN
Capos o A1 RS YT COMTANY [ -
Operotive Accounts
ez 1 et

& s sz (5 el T~
[2nH 42 COMPANY v m s
suaz HeT oMLY = e K
3E5TR L LMY - e mmz
1shie TELOMPANY = i T
spasas 123 oy - aasiar han
i ARCD COMPANY o - s nas ™
S ABCDE COMPALY [—— - [ o
et P G s n e g
ik ABCD €0 Cmen pcsaen = [~ e
— ABCOCn [ = s i
e 0 =
Conmokoinon Ascoum Bance Genviel o
e o e
L i, usm
ne s g
Bt g

Figure 2: Operative Accounts screan
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3 Accounts

3.2 Accounts Overview Function

( Back to Table of Contents )

Toggle arrow ( [~] )

Baiduri b.Digital Business User Guide

Note: You can retrieve specific account entries by entering Company Name, Account Type,
Account Number or Currency in the respective fields.

SIS ISRy STTR A ) - g R

A0 a e &

= By LN
e e

Dparative Acceunts

L

P ————— ~
ey
%t - et Frim
ccount Nurber cunency
L L
P ————
S e et (1 el T

Cumes fecrs s agmn 2z

Figure 3: Operative Accounts screen

Hide or unhide account details
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3 Accounts

3.3 O perative ACCOU nts ( Back to Table of Contents )

Under Operative Accounts, you can view the balances of accounts as well as the consolidated
balances. You can also sort and view account details through the fields provided.

Under the menu, go to Accounts - Operative accounts.. You should see the list of available
Operative Accounts

| = Daigia = P

Corpomte Group 1D - BOCO0201 | Corposate Group Name : XYZ COMPANY Thursday, December 23, 2021 at 204:3 PM GMT+08:00

Operative Accounts
Accounts » Opemtive Accounts

M balances as of Dac 13, 2021, T:04:21 FM

== Operative A (19 entries) YA~
CIF No Comparny Mame Account Nurnber Accournt Type Currency Curent Balarce Avaiinbie Balance
634321 KYZ COMPANY 0100000654321 Cuapsant fescusiant BND 928579 R2ELTY
654221 WYZ COMPANY 0200000654321 Fament Arxount uso 223951 22m3
345678 Z@Y COMBANY 01000003455678 Current Account usD 90,78138 9078138
345678 Z@Y COMPANY 0200000345678 Current Account uso 2F32BhLAS 29328445
989898 123 COMPANY 0100000989858 Currant Account BnD Tzee8 57 T3 a9R 7
e ABCD COMPANY 0100000654572 Current Account BND oo oo
987654 ABCDE COMPANY 0100000987654 Current Account BND GEALE 56 46 6836
876542 ABCD CO 0100000876543 Caret Mot BND 49552679 45552679
FP AT e ABCDCO 0200000876543 Current Account BND 000 39294
876543 ABCD CO 0300000876543 Current Account EUR 58028 758028
homcperpaga: W ¥ 1-0ofW |4 o a > L

Consolidated Account Balance (3 entries) i
G Cument Dalance Asraikibile Boloroce
usD 34305 308,305
BND A5 1L 64906872

Figure 4: Operative Accounts screen
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3 Accounts

3.3 Operative Accounts

Click on the Account Number of the account you wish to review. You will be able to view more

details under that account.

= Bagra

Corporate Cieup D -ENC00101 | Coporte Grovp Name o conannaiy

Operative Accounts

Accounts: ¥ Opertive Accounts

Al balonoss os of Dec 23, 2021, 346TPH

OF N

63431

Aecount Detolis

Account Numier

Account Short Nome

danch

Branch Cods

Lost 10 Transaction

Tronsaction Rehkerence

Acrount Nurnbear

(100000654321

Tronsoction History

Trarmoction Dotle

Decd, 2021

Dec ¥, 2021

Dec 72001

Dec 7 2021

Dioc 7, 2077

Baiduri b.Digital Business User Guide

Accounts
HYZ COMPANY
0100000634321
HYZ COMPANY
Current Account
BND
Tayosan
om
Vobse Date
DecZ1. 2001
Decl4, 2021
Dec? 2001
Dec? 2011
Dac 7 2001

Aecrunt Type

Availoble Balanos

Status

Overdroft Limit

rrmaction Description

4

TRANSFER 21 DEC 2001 02405
FEUTZ |-BANKING

TRANSFER 1 DEC 20071 05:55:36
PBO0LZ |- BANKING

BLL PAYMENT 07 DEC 2021 06:55:47
FT091 1-BANKING

TRANSFER 07 DEC 2021 046704
FTHOG0 HEANKING

TRANSFER 07 DEC 2021 052955
FTI0RA 1-BANKING

= P

Thumcdoy, Decaminar 33, 2001 ot T4418 PM CMT-08:00

for— Auciobls Balancs
BND 926579
FRETT
TIETT
ACTIVE
o
Y~
[ Hurwing Dofunus
BND 500 BND R85 75
BND 00000 BND R210.79
BND 0T BND 72079
BND 6371 BHDTIE1S]
BND AT BND 728 30

( Back to Table of Contents )
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3 Accounts

3.3 O perative ACCOU nts ( Back to Table of Contents )

To view and review each account’s past transactions, click on the Transaction History tab.

Account Details Tronsaction History
Select Date
Mar 5, 2022 - Mar 15, 2022
e T
sy < February 2022 March 2022
Last T Days Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
s m 12 3 &5 & W1 23 4 5 &
7 086 9 1M R B 7 8 % WNRBG b £
el Sy s ww e w2 wEPEerees
LSt Monh N2 B % B WP WL I W B XD fearaaction Concxption Aot Busring Bokance
M 1 2 3 4 5 6 |WBWB®MAA LI
Dt 7 8 % ¥ N B O 4 5 & 7 8 % oW N Ricnds Foisnd
] s
BACK
Salect Date

Mar 01, 2002 - Mar 15, 2022 1

You can choose to review past transactions by a specific period. Click the Calendar icon, then
select the date range of the transactions they wish to review. Once set, click VIEW
TRANSACTIONS. The requested details will be displayed on the screen.
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3 Accounts

3.3.1 Searching Specific Operative Accounts ———— (_BacktoTable of Contents )

You can look for specific operative accounts with the Search Operative Accounts function
through the Company, Account Type, Account Number or Currency from the respective
fields.

Step 1

Select or enter information from any of the respective fields, i.e. Company, Account
Number, Account Type or Currency.

= bdisi_tg! f ;

MGWID:BMM]MMM:MCOMPANY Trwrsday, December 23, 2027 ot 3:23:07 PM GMT+08:00
Operative Accounts

Accounts » Operatrve Accounts

Pleose use the below search to view the balances for the selected account group. To son accounts, click on the specified column you may want to sort by leg. Account Rumber). To view the list of transaction for an occount click on the:
nyperink avolichie on the Account Number

Search Operative Accounts N
Compary
All - Account Type -
Account Number
0100000654321
Currency -

R -

Figure 5: Operative Accounts screen

Baiduri b.Digital Business User Guide
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3 Accounts

3.3.1 Searching Specific Operative Accounts ———— (_BacktoTable of Contents )

Step 2

Click SEARCH. The requested details will be displayed on the screen.

= bdi’!‘.ﬁ' = P

Corpomte Group 1D : BDCO0201 | Corporate Group Nome w7 COMPANY Thursday, December 23, 2021 at 3:40:18 PM GMT+08:00

Operative Accounts
Accounts » Openative Accounts

Please use the below search to view the for the selected group. To sort click on the i lumin you may want to sort by feg. Account Number). To view the list of transoction far an account clickon the:
hyperink availoble on the Account Number

Search Operative Accounts N
Company
All - Account Type -
Account Number
0100000634321 Currency -

N -

All balances os of Dec 23,2021, 3:40:18 PM
&= Operative Account (1entries) YA~
CIF No, Company Name Account Numbes Accaurt Type Currency Cumrent Balance Available Balmee
654321 MYZ COMPANY 0100000654321 Current Account BND 926579 926579

Moms porpags: 10 ¥ 1-Tofl |4 o

Consolidated Account Balance (1entries) #x
Cumency Current Balance Awailobie Balonce
BND 26577 F265.79

Figure 6: Operative Account Inquiry screen
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3 Accounts

3.3.1 Searching Specific Operative Accounts

Step 3

Click on the Account Number you wish to review to view more details. You should see

more details on that account.

Corpamta Gip I EDCTO201 | Corpommie Gioup Nama. o ooy o

Operative Accounts
Accows ¥ Openive ACoounts.

Al bolances ox of Dec 23, 2071, 36413 PM

CIF Mo Account Numie:

Ga43E] 0100000554321
Account Detalle Trancaction History
Account Number

Account Short Nome

Account Type
Cimrancy
Brorech
Huoreh Code
Last 10 Transuction

scilon felerence Tratsocion Dote
200005107 Dec 7, 2081
200002837 Dec 4, 2021
200002703 Dec 7, 2021
200002702 Dec 7,200
200002701 Dec 72021

Baiduri b.Digital Business User Guide

Accounts
KT COMPANY
0100000654321
X¥Z COMPANY
Cumrent Account
HAD
Yayesan
]
Vulue Dot
Dec 21,200
D 14, 2021
Dec 7, 2021
Dac 7, 2021
Dac 7, 2007

Figure 7: Operative Accounts screen

Account Type

Current Account

Availatle Bolance
Current Bakancs

Shatus

Ovesckaft Limit

PG B Dt ihplon

THANSFEH Z1 DEC 3001 (24027
FEWTL -BANKING

TRANSFER 14 DEC 2001 (58534
FBO0LZ |- BANKING

BILL PAYMENT 07 DEC 2021 065347
GIION1-BANKING

TRANSFER OF DEC 2021 066700
Q7700 |-BANEING

TRANSFER O7 DEC 2021 06:29.55
GTTOBL |- BANENG

( Back to Table of Contents )

Thumdoy, Decamber 23, 2071 af $A&18 M GMT+02:00

fomm—

BHD 200

BND 2000.00

BND 1072

BND &3

BND 43.77

Avuilatde Bakance

F26579

Y~

iy Bulonce

BND %265.7F

BMD 92079

BND 17079

BND 728151

BND 1830
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3 Accounts

3.4 DepOSit Accounts ( Back to Table of Contents )

Step 1

From the menu, go to Accounts > Deposit Accounts. You should see the list of
available Deposit Accounts.

Deposit Accounts
Avcounts ¥ Depost Accounts

Plecse Lo the below tearch to view for the selectad groun To click cn the soocifisd want 10 sort by leg. . Te view the | fon for an ich an the nyperiink avaiable on the Account
Mumber
Search Deposit Accounts ~
Company
Al - Account Humber
Currency -
. -
Al bances o of Dea 23, 3021, 402:06 PM
;é Deposit Accounts (S entries) h £
1+ e swrmpany Korme Account Murbar Tepioeit Type Clumancy iy Cisrent Bolores - Motusity Date
i VI COMPANY GTEO00654321 it Divpincit ann oo LOSATS  Fob 25, 2072
654321 HAZ COMPANY BB7000G54321 Fowd Dapost BND 102400 20539500 Doc 28,2071
34567 T COMPANY E7E00034567 il Dipecs B 000 0SS Aug K 2022
2V COMPANY
34567 SET0004567 FiSEr Ot B 000 BTz Apr3, 2022
23456 ABC COMPBANY EFRO0073456 Fheact Depost BN oo GEM0Z  Apr 18, 2022
hemsperpoge 0 T | oSor5 e o
Consolidoted Account Bolonce (1 entries g
Aot Currency Carent Boknes forricbis Hokancs
BND 5498042 279506.42

Figure 7: Operative Accounts screen

39 Baiduri b.Digital Business User Guide



3 Accounts

3.4 DepOSit ACCOlJntS ( Back to Table of Contents )

Step 2

Click on the Account Number you wish to review to view more details. You should see
more details on that account.

Deposit Accounts
#ccounts 3 Depost Accounts

Al bolancos ax of Mar 16, 2022, 1E28:08 AM

CF No Company Nome Account Number Deposit Type Cusrency Principal Amcunt Matuity Arnowent Manurity Date
654321 XTI COMPANY 47800654321 Fiscerd Deposit BND WO,L571 100,84277 Aug 24, 2023

Aecount Mumiber ATE00A54501 Piincipal Ameunt BND100E9TI4
Account Neme XYL COMPANT Deposit St Dete et 35, 022
Aeceount Type Fioeed Deposit St ACTNE
Cumehcy DOFUNE DOLLAR

Riabe of Intesest Appicoble (% pa) 03 Bonich Heod Ofice
Mushurity Arirnsd BHD 100,83777 Brewich Cands ooo

Moturity Dt Pug 26, 22
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3 Accounts
3.4.1 Searching Specific Deposit Accounts ——————— (_BacktoTable of Contents )

You can also search for specific deposit account entries through Company, Account Number or

Currency.

Step 1

Select or enter information from any of the respective fields, i.e. Company, Account
Number, Account Type or Currency.

= Doigta P

up D) - BOCOOO | Corp o | KVZ COMPANY

Deposit Accounts

Accounts » Dopodit Accourts

Please use 0 view (e Dalonoes ior the. o T SOt CoownTs, cick 0 Ue spedified Colenn you moy wont 1 o Dy fe. Acooun Numiber. Ta view tha listof for chck on e Account
Humber

Search Depost Accounts

Compary Account Nurnber
All - G7E000654321
Currency -

N -

Figure 5: Operative Accounts screen
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3 Accounts

3.4.1 Searching Specific Deposit Accounts ——————— (_BacktoTable of Contents )

Step 2
Click SEARCH. The requested details will be displayed on the screen.

Deposit Accounts
Accounts ¥ Deposit Accounts

i +he ko bt v Jor tha solocted necount grup. To ehick an You may want 2 sert by log. Acsount Mumbar]. T view the st of for click on th a the Account
Humbar
Search Deposit Accounts o~
Compurty Account Hurmbes
All - ATA000AT4321
Currancy -

Al balonces as of Dec I3, 3021 4M3BPM

gé Deposit Accounts {1 errmies) Y ~
CIF Mo Compory Kome Account Humrber Deposit Typa Curency Lion Cimvorrk Belkass  Mitistty Dito
654321 HZCOMPRNY BTE000ERA3L] Fized Depasit BND 0.00 0054673 Feb 25, 2022

memaperpage 0 ¥ 1oqof) 4 o
Consoliduted Account Bakance (1 entrics) ~
Acrount Cunsrcy rwant Bolones Avainhis Ynicnes
BND 100,54673 100,56673
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3 Accounts

3.5 Loan Accounts Overview ((Back to Table of Contents )

You can also view the loan accounts your company has with Baiduri Bank.

From the menu, go to Accounts > Loan Accounts Overview.

B aigiea PP

|| o G 13 CO0IE Zom e ey M I 8 AT 1 £

BAIDURI BANK ©

||| Loan Accounts Cverview

|| Rty 3 L sty v

S Acrrms By Compony.

"= e
»  Accesnis Overviaw M s e o Vo T 3022 S8 O
% Cposive Accounts By |omn Rexemnty 15 rtrie) Vi 8 Y
% ks crmorey e Sermrt Mmber = Seriin e (PRSP o — yr—— N — T
»  Doposi hooounts
-
M x:‘: " ” 2 5 0 WIS O 00
| 5w A O
Con Card ﬂé'?“’" SR Cirmimmsiclilonn EnaAaA P - e
» =t S
e AR i an:m SLSETROL T PO [ U 200
% B Collectiont 23656 g‘m:“x“"' ML o 10BN BaD SENET M T, 201
— T
= 1 ~ n23688 %ﬁ e HNELSEEROI0 e =7 = e e
Al Peymnts: =,
. . Trumt Rocoigt (18 o) e it Yo~
b, Benciary Manogoment .
= JeTa— T Wl Bk Dt N _—
E| 0 Payvs Marogumant. o
23050 s O T Zeeo Onw Two - o o
b Scin Bt Son Bhd ooTE s - - r—

4 B o

Figure 9: Loan Account Overview screen
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3 Accounts

3.5.1 View - Loan Accounts

From the menu, go to Accounts > Loan Accounts Overview.

BAIDURI BANK '

¥ Opentive Accounts

b Doposit Acoounts

»  loon Accounts Ovornviow

w Bl Callections

= Tonsien w
M saroyments N
A, Benaficiary Managameont <
E] sarayoc Moragement
4 Bk Tranmfors "
@l Povo v
B Recor= w
o Account Sweaps W
L tade w

= Daoa

coousy s

Loan Accounts Overview
Aortarts ¥ Lnon Acoours Chrriew

2 Lewo One

( Back to Table of Contents )

= P

Wecnesday, Maren 30, #2022 ar ICSFT AM GHT+ 00

Search Accenris ly Company
Al

Al balonces as of Mar 50, 2022 TRA704 AM

£ Loon Accounts (2 entries)

vawad WA

CiF Mo Compaimy Home o Mty kpam Acorxmy Name Vst Armcaar Cagrreey Chssoncing Bolonee Mext Regrm
Zaro Cno Two
2123456 ;g"d 20 2000000000 BND WP S0 Mar 2, 2021
Zaro One Two
NILEE bl 20T2IA5ETBI000 Commercid Loan 107355197 D SALDAS0 Mar 27, 2001
H Trust Receipt (1 entriost viewa W~
CiF Mo, Company Mome Accuun Nome Ll Tlstererc e Cunwicy el Marsonimt Duw
Zaeo One Twe Tero One Two
123456 Siin Bhd Faifrin GETROIZLAS Ban 018584
%y Hire Purchase (3 entries) vawrt Y A
Crdnguseny Motse Arc et S Aexessd Mhuwten  Foypctiistie sy Adeus i todod Chusbibcwutngy  Moottly atnlsed Meonths O s tolieont Owee D iy Chiiug
nurmber saloce Amurit
Iero Ona Twe  Zaro One Two e
iy S IOIZZASATEROI0  OHIZIG 364 T L 07 4100 [+ AumnnT or
Zem Ona T Zaro One Two
San Br:: " S:‘DMI ORISTEFNIO  OHIZIG 26 25 WIS L0 a3 r-F) or
Zers One Two  Zeta One Tweo =
S B S b OSATEIN0  OHIZIL T LR 58600 a7 LETTE | of
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3 Accounts

3.5.1 View - Loan Accounts

Loan Accounts

(' Back to Table of Contents )

Click on the Account Number you wish to review to view more details. You should see

more details on that account.

‘ = bdigiy_l

Corpomte Group 10 BOCO020! | Coporate Group Name : SOUL CARDENS CO

Loan Accounts
Aecounts 3 Lsan Accounts Overdew 3 Leon Ascounts Desal

A bolonces o of Mor 31, 2022, R3028 AH

CIF No Account Numixor Account Name
2123456 20123456789010 Zero One Two Sdn Bhd
Account Detals
Account Number 207123456789010
Acconnt Nome Zero One Two Sdn Bhd
Account Type Coenensescial Loon
Quitstonding Balonce W, 7VLEITR0
[P p— 20,000,00000
Desbaarsect Amournt 20,00000000
Loson Tevrn Ovigirciimontha) s
Loan Term Boksncelmenths] &2
EMI Comemenced 2021-05-12 0000000
EM Cytle Date 12

Hote: 7 in interet Fote dionates Prime Lnciing Fote of 55% and subject to Change.

Loan Type
Commercial Loon

intorest Hote Type
Hate of interest Appacobie (% pal

Satus

) the Ermit, deroul intomst will appiy Plecus refer 10 your Fociity (Ofisr Letser(FOL) for detols.

Note: ‘P’ in Interest Rate denotes Prime Lending Rate of 5.5% and is subject to change.

= P

Thurschary, March 31, 2002 ot TEI02Y AM GMT-0800

Cumoncy Owutszanding Bokanco
BRND 10,752 83750
[Foatng

Feose reter to FOL

7545585

Mar 12, 2000, R00:00 AM
May 12, 2007 1200:00 AM
Haael Ot

000

Disclaimer: For Past Due status, the default interest will apply. Please refer to your Facility Offer

Letter (FOL) for more details.
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3 Accounts

3.5.1 View - Loan Accounts ((Back to Table of Contents )

Trust Receipt

From the menu, go to Accounts - Loan Accounts Overview - Trust Receipt

Click the Limit Reference hyperlink of the record to view each field of the selected record.

Trust Receipt
2 Loan F Trum Recedpn

Please use the below search to view the mword & outward collections for the selected company

Search Trust Receoipt W

M bolorees o of Mar 31, 2002, 112552 AM

B vust Recoipt 1 entrics) b
Zero One Two Zero One Two
2123456 et A b OCTORONZ34S 8ND 10.165.84 10,000.00
memipecpoge: S 0F jojof| 4 ° b
Trust Receipt

| Accounts ¥ loon Accounts Overview » Trust Receipt Detals

Al bolonoss os of
| B Trust Recoipt (1 entries) Y~
Company Nome  feterence Numies Benahcary Name stevest Rate (W PA) Efective fiote (S Bl Aot Dum Intesest  Total Amount Due Vokue Date Matunty Dol
PA A ir
Zero One Two 2123456 Zero One Two BND (o) 55 000000 WLEY WELE,  Mor T 2022 Jul W, 2022
Sdn Bhd Sdn Bhd

Note : T in Intesest fote denotes Prime Landing fiote of 55% and Subject to Change
Dieclimer: For Postoue Stotus, defoult imtemst will opply Mease refer 1o Fociity Offfer letter (FOL

HACK

Note: ‘P’ in Interest Rate denotes Prime Lending Rate of 5.5% and is subject to change.

Disclaimer: For Past Due status, the default interest will apply. Please refer to your Facility Offer
Letter (FOL) for more details.
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3 Accounts

3.5.1 View - Loan Accounts (Back to Table of Contents )

Hire Purchase

From the menu, go to Accounts - Loan Accounts Overview > Hire Purchase Details

Click the Account Number of the Hire Purchase Account where to view more details of
the Hire Purchase.

= p)aigiea P :

Comaongte Group 10 BDCOO20 | Comparate Group Name = XYZ COMPANY Maonday, December 27 7021 ot I0:50:26 AM GMT+O800

Hire Purchase Details
Accounts } Loan Accounts Overview * Hire Purchose Details

HP Account Information N
Acoount Number tion mumier Charssis Mumiber Enging Mumber Dizscription
NEW 2013(20714/DAIHATEL GRAM MAX
SZEHK123KHD45
0000123898457872 BEMZ223 KHKVYYZIZ123D23 VANIM)
Payment Details B
Loon Amournt Stort Dote End Dote Instaliment Months Poid Instoliment Amount Dus Oherdue inferest Other Charges
ITI665 Jun 30, 2004 4 30, 2019 by o H63 303551 o
Insurance and Road Tax Details Lo
Insurance Policy Numiber Insurance Amount Insurance Amount Due  Irsurance Expiry Insurance Compony  Rood Tox Expiry Request Quots
NATHOMAL
457264 Lo Jul 1, 2008 INSURANCE CO Jul 1, 20W REQUEST GUIOTE
BHD

Payment History e

Poymeant Date Descripton Poyment Amount Account Balance
Sep 30,2014 OVERDLE INT. CHARGE 209

Sep 22,200 INSTALMENT PAYMENT FOR 30-SEP-2014 -hih3

Sep 10,201 INSTALMENT PAYMENT FOR 30-AUG-2014 -hi&3

Sep 2, W0 22900

Sep 2, 1014 INTEREST CHARGES 4886625

BACK
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3 Accounts

3.5.2 Hire Purchase - Pay Monthly Instalment/ ——
Charges/ Insurance

= Doiga

Loan Accounts Overview

A |

Accoamts 3 Lo drooants Cversiow.

bt ke

Sonect: deronts By Cnmpany

Al

Al halances e o flor 372031 THYEL AM

s Hiro Furchase | entres)

it ke

V000723858
A5TAT2
0000239270
A0ETH1
0000913548
276492

0003827462

Step 1

Click PAY. This corresponds with Pay Monthly Instalment / Pay Charges / Pay Insurance.
You should be directed to a Create Payment screen.

Step 2

Under the Initiate Payment section, enter the Applicant Details, Biller Information and
Payment Details.

EBMZZ3

BBE3403

BZ36735

ETS7584

TAFehIE

ErE S

34T

52

it Mt

saa00

EBAOD

om

2poa00

(Refer to Bill Payment for a more detailed guide) > (Bi" Payee Management)

Baiduri b.Digital Business User Guide
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3 Accounts

3.5.2 Hire Purchase - Pay Monthly Instalment/ ——— (ack to Table of Contents )
Charges/ Insurance

Initiate Payment
Step 1

Click PAY. This corresponds with Pay Monthly Instalment / Pay Charges / Pay Insurance.
You should be directed to a Create Payment screen.

Step 2

Under the Create Payment screen, enter the relevant details under the Applicant section.

Monday, December 27, 2021 ot 110254 AM GMT+0800

|E o CW 4

< BDCOGAET | Corpon Hame: YT COMPANY

Create Payment

Accows  Loan Accourts Overvdew » HisPuchose » Create Poymen

ik s o monciony
Bill Payment Referenca: 2021122103039

®
STERP1
INITLATE PEYMENT

STEP2 STEP3
HEMIEW COMPLETE

aa Applicant

Wour Rndarence ©
123456

Choosa Company *

554321 /' WY COMPANY
{ Cempany I  Company Narme)

Py Fram *
XYZ COMPANY /010000654321/BND =}

(Account Home / Account Number / Cunency [ Bark Code} Cle=at

END TI5,608.57 |

B Biller Information o

@_ Poyment Detalls ~
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3 Accounts

3.5.2 Hire Purchase - Pay Monthly Instalment/ ——— (ack to Table of Contents )
Charges/ Insurance

Step 3

Under Create Payment, the Biller Information is auto-populated from the Hire Purchase screen.

Create Payment
Accounts ¥ L Ao ts Overvisn 3 ¥ Create Poyment

" Marked bekds are mandotoy
Bill Payment Reference: 20211227 TNMO20369

@

STEP] STERZ STEF 3
INITIATE PEYMENT REVIEW COMPLETE
& Applicant ~
BB Giller Information

Hire Purchase [ HP / Baidur Fnanee / 00001 23630457872/ HP

(Blla Cntegary / Hilar Code: | Hiler Nome Actount Mameer ¢ Fryes Nick Nome |
Bt View Adhoc Gl Payes

HE:Aeroont Mumber 0000123898457872

f&6; Paymant Detais ~

= = ames

Edit/View Adhoc Bill Payee

* Marked fislds ars mancasory

Edit/View Adhoc Bill Payee B2 Bill Payee Information )

Click Edit/View Adhoc Bill Payee. e o

The Bill Payee Information screen Hire Purchase

should be displayed. You will only 400
be able to edit the Payee Nick
Name field.

(For more detailed information, refer to
Bill Payee Management)

Hire Purchase

> (Bill Payee quqgement>

CANCEL  UPDATE

Figure 10: Edit/View Adhoc Bill Payee screen
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3 Accounts

3.5.2 Hire Purchase - Pay Monthly Instalment/ ——— (ack to Table of Contents )

Charges/ Insurance

Step 3

Under the Payment Details section of Create Payment screen, the Debit Currency,
Payment Currency, Bill Amount, Payment Amount and Debit Amounds fields are autopopulated.

However, the Payee Nick Name and Remarks fields will need to be filled.

Create Payment
Accounts ¥ Loon Accourts Dvendew > Hie Puchose ¥ Casote Poyirent

Bill Payment Roference: 202227030369

@
STEP1
INITIATE PAYMENT

o Applicant

B Biller Information

Payment Details

Payment Dats

2001-12-27 o]

BND

Poyment Amou *
46300

(Fow Huncred Sty Thiee BRUNE COLLAR |

Remarks

- e oo

" ke s e randutony

STEF 3
COMPLETE
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3 Accounts

3.5.2 Hire Purchase - Pay Monthly Instalment/ ——— (ack to Table of Contents )
Charges/ Insurance

Review

Click CONTINUE. The Review screen should be displayed where you can review the information
you have entered.

Click PROCEED TO SUBMIT to confirm the details.

Create Payment

Accourts ¥ Loan Accounts Oversew 3 Hine Puchose » Creata Payment

Bill Payment Reference: 202112271M1030569

L ®
STEP1 STEP 2 STEP3
INITIATE PAYMENT REVIEW COMPLETE
ou Applicant 2%
Fleference 123456
Company 654321 XVZ COMPANY
Fay From HYZ COMPANY/TT000053432 1/BND/BBS
B2 Biller Information N
Hiller Hie Punchase ( HP / Baiduri Finance /| HP
o | 0000123698457872
~

8] Poyment Details

Foyment Oote Dec 21, 4171
Faymant Cumency £
Poyment Amount SO0

| Four Hunadred Sbdy Trwee BRUNET DOLLAR |

Hemanks. TEST

“mm

Baiduri b.Digital Business User Guide

52



53

3 Accounts

3.5.2 Hire Purchase - Pay Monthly Instalment/ ——— (ack to Table of Contents )
Charges/ Insurance

Complete

A confirmation message should be displayed and the details will be submitted for approval
under Bill Payment.

Under Bill Payment, you will be able to approve, reject or make amendments.

Create Payment

Accourts ¥ Loan Accounts Oversew 3 Hine Puchose » Creata Payment

Bill Payment Reference: 202112271M1030569

[ ]
STEP1 STEP 2 STEP3
INITIATE PAYMENT REVIEW COMPLETE
ou Applicant 2%
Fefrence 123456
Company 654321 XVZ COMPANY
Pay Fom HYZ COMPANY/TT000053432 1/BND/BBS
B2 Biller Information N
Hiller Hie Punchase ( HP / Baiduri Finance /| HP
o | 0000123698457872
f& Paoymant Details i
Foyment Date Dec 21, 00
Faymant Curency BN
Poyment Amaant AT 00

| Four Hunadred Sbdy Trwee BRUNET DOLLAR |

Hemanks. TEST

“mm
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3 Accounts

3.6 Corpo rate CG rds ( Back to Table of Contents )

On the menu, go to Accounts > Corporate Cards.

All balancas of Apr 8, 20322, 4550 PM

B8 Cards Summary (4 entries) b &
Corancd Mumrites Cond Typs Camparry Nomie Curnency Totol Crecst Limit Total Cond Outstonding Avolioble Card Credit.  Foyment Sty
HBolance Eoamnce
m OO0ooxkxx00.  Visa Zero One Two Sdn Bhd 500000 isnae TASET Y CREDIT CARD SET
m O00woxxsxxx00 Yoo Zero One Two Sdn Bhd 200000 BIMTZ TW2AP4T2 PAY CREDIT CARD SEN
Wﬂ 00Dwonoxxx00  ¥isa Zerc One Two Sdn Bhd 100 -5 19 51579 PAY CRELHT GARD =T
m Q0Domxxxx00  Vio Zero One Two Sdn Bhd L) 86085 180085  PAY CREDIT CARD sen
hemsperpoge: W T 1-Loth (e o >

For more information on how to pay for your credit cards, refer to Bill Payment section.

> (Bill Payee Management)

To view your credit card transaction details, click on the Card Number.

Unpaosted Transaction Detalls © 543200001234 Y~
Irarmaction Dato value Dato Ironeoction Descnptian Amount
Mar 29, 2022 Mar 2%, 2022 Lote Chorge Debit Adjustment -BND 35.00
t=msparpage: W ¥ 1-1of)
Select Format -
BACK

Baiduri b.Digital Business User Guide 54



55

3 Accounts

3.6 Corpo rate CG rds ( Back to Table of Contents )

Download Transaction Details

Step 1

From the drop-down list, select your preferred file format, i.e. PDF or CSV.

Unposted Transoction Detalls - 543201234

Y A
Tonsoction Date volue Dote Tronsootion Descnpton IO
Mar 29, 2022 Mar 29 2022 Lote Chorge Debit Adjustment -BND 3500
Bsmepaepoge: 0 ¥ - latl
PDF
csv
BACK
Step 2

Once you've selected the file format, click DOWNLOAD.

You should then have access to a transaction report in your preferred format.

BAIDURI BANK €2

BAIDURI BANK

1 Jalan Gadong, Bandar Sen Begawan, BA1511
Negara Brunei Darussalam

General Line: 226 8000

E-mall: enquiry@baldurl.com

Website: www.baiduri.com.bn

Corporate Cards Report
Card Number a6 a0 C Nama Zero One Two Sdn Bhd Outstanding Balance  BND -100.00
Card Type Master Classic Total Credit Limit ~ BND -864.82 Available Credil Limit ~ BND 433.48

ReportiD:  20220314045804 Generated on:  14/03/2022 04.58:04 PM

Transaction Date Value Date Transaction Description Currency Amount
2022-02-21 2022-02-1 Cash Payment BND -500.00
2022-02-22 2022.02-22 Cash Payment BND -500.00
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3 Accounts

3.7 Limit Summary

( Back to Table of Contents )

Under Limits Summary, you will be able to review your company'’s overall limits, i.e. Letter of
Credit, Trust Receipt, ML General, Performance Bond, Corporate Loan, Revolving Loan,
Guarantee, Overdraft and Forex.

From the menu, go to Accounts - Limits Summary. On the Limits Summary screen, click on
the Limit Reference link to view more details.

E Guarantee Summary (14 entries)

Compairy Noarme T Na Account Norme
Zero One Two Zero One Two
Sdn Bhd HTI56 Scin Bhd
Zero One Two Zero One Two
Sdn Bhd il Scn Bhd
& Owverdraft Summary
Comgorry Name IF NG Accournt Narme
Z5 Lowtor of Credit (1 entries)

ompany Mame C3F Me urt Mom
Zero One Two - Zero One Two
Sdn Bhd AL Sdn Bhd
;%9 Forex Summary
Compory Nome CF Mo Limit o

Baiduri b.Digital Business User Guide

PN A

OOTDBO1Z34AS

OOTDBOIZILS

ACCOOUNT Numbes anil

OOTDBOM234E

Deoscription

| Titte ot Limit Amount  Berweficaory
tame Cluite
y Zero One Two
IH/L/ 012345
! END 40000000 ¢ oy
i Zero One Two
IH/L/ 012345 8ND A0000000 gy Bhd
Wy feres) Effetive Fote D (JEN]
a) (% BA
Mo Records Found
Soneficiony wrroncy Lirst Amiunt Ohtst
e
Zero One Two
sG0
Sdn Bhd
Buy Crarmncy Buy Amouryl  Eschongs Sell Curmoney
ole

viewal W A
sormntes  Expay Date Stertus
stoncfing Amound
£,00000 Jur 23, 2023 ACTIVE
TBHO000  Jon I3, 2023 ACTIVE
Y~
ik 1 Avilabbe Amour ty
view 11 W A
wnching Amaount Espiry Dote totus
000000  Ape 17 2022 ACTIVE
YA
Lol Amaunt Sion Dot Expiry Dote
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3 Accounts

3.7 Limit Summary

( Back to Table of Contents )

Guarantee Summary summarizes the company’s Guarantee details.

Guarantee Summary
| hecounts > Limit Summeary ¥ ? 5 y Datails
| Al bolonces as of Ape B, 30232, 43008 PM
CiF Ne. Account Mame Curroney Lirnit Srnount Outstanding Amount
2123456 Zero One Two Sdn Bhd BND 400,000.00 1390000
Guorantas Summary Detoils
Guorantes Reference 12345677688 Expiry Data Jan 27, 2023
Beneficiary Name Zero One Two Sdn Bhd Cumancy BND
Project Title IH/L/ 012345 Limit Arnount A00.000.00
BACK
Overdraft Summary allows assigned users to view the company’s Overdraft limit.
% Overdraft Summary Y ~
Compony Mome  CiF Mo Accoust Rome  Account Numibes Lavit Rorferonce  Cunency 14 Owsclioft Limnit Unkeonos Avodotde Amounit Exgpery O
Zeo OneTwo  opavuss ZeroOneTWo  siyicecsy  OOTDBOIZ3LS BND  Plodssrefor Ploaso rafor 30,000 0.00 30,000
Sdn Bhd Sdn Bhd to FOL to FOL ' ) '
Letter of Credit (LC) summarizes the company's LC limits.
LC Details
Limits Summary > Letter of Credit > LC Details
M bolances as of Ao B, 2023 4:42-83 PH
CiF Mo Account Nome Curmency Limit A Qutstonding Balance
2123456 Zero One Two Sdn Bhd SGD 10,000.00
LC Details
Limit Reference Gt Expiry Date Ape 17 2022
Benefhciary Nome Zero One Two Sdn Bhd Curmency 56D
Dot Settlemant SIGHT Lisnit Arnousrt
Wl Drto Maow 17 20022 Goocs Deseriplon BOOKS
BACK
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3 Accounts

3.7 Limit Summary

( Back to Table of Contents )

Trust Receipt summarizes the company’s TR limits.

Trust Receipt

Aocounts 3 Loon Accourts Dverdew 3 Trust Receipt Detrils

M halanees o of

E Trust Receipt (1 entries)

Y ~
Coarmgary Mo Raefurerce Murmnber Barwhicaoy Mo Cunmuny rtwresl Mot (% PAL  Efectve Rote (% Bill Arvennd Duw itenest  Totcd Armourd Due Value Dot Motunty Dote
Zero =
One Twe OOTDR02345 Sd:fghr;s e BND PO 55 10,000.00 18384 1008386 MaorT] 2022 217, 2022
Sdn Bhd
Mot : P in interest Rt denotes Prime Lending Rote of 55% ond Subject 1o Change
Desclimes: For Postcue Stetus, default Al aply. Please reter o y letter (FOLU
BACK
Note: ‘P’ in Interest Rate denotes Prime Lending Rate of 5.5% and is subject to change.
Disclaimer: For Past Due status, the default interest will apply. Please refer to your Facility Offer
Letter (FOL) for more details.
Forex Summary summarizes the company's Forex contracts.
Ko Feven Summary (| ererien) veutt Y A
go‘r 123456 okirinkicy e EONO0 LI mn o Max 30, 3007 A%, 30 00
smTBIT: OOTDBEM2Z4LE - o] 4000 . L 1800,
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3 Accounts
3.8 Bill Collections

From the menu, go to Accounts - Bill Collections.

Bill Collection

Acoooes: ) 08 Coliacsen

( Back to Table of Contents )

Seorch Accounts By Company - -
Al cbances on of Mar 25 000, SA0AY bet
Inward Colioction (16 eatries) _—
¥ N Crowoe Karrg Cormct Tedexnce Ovzact Name [ e Carmncy Bl Amoart  fesed Dot fupary Digax Bl R
09eTsss MO BAKAR AL OTZFGHEIOR MD BAKAR AL :ﬂm“ v PIOUTO Jom 2000 e 30, 2071 o
09ETEES MD BAKAR ALY O1IECHINI0N MO BAKAR AL mmm um 100090 Jon 14, 70 20 o
987655 MO BAKAR AL O128FGHTIOR MD BAKAR AL AN OF CHNA v 204000 Jon 1L 20D Mo 2021 o
098755 MD BAKAR ALl EZIFGHITOR MD BAKAR AL AN OF CHua UM (KD v TOMOG Jon 5,207 o, 51 o
foaTsSs MD BAKAR ALI O1IFGHIIOR MO BAKAR AU BAMCT CHNA o WG o b 200 5. 2001 0
Outword Colection (2 entries) _—
QFN ot Fledomcg. o Currercy B Areart beeed Duts Maturty Duts o erw
oeaTeEs OUBRGHINON MO BAKAR ALl MEELAN BANK LIMITED uso 23500 Dec 30, 200 Feh 78 201 ]
DoaTss ozseshsOn MB BAKAR ALI ;_WMG uso 209300 Al 2071 My 1,201 »

Baiduri b.Digital Business User Guide



4 Transfers

4.1 Trd nSfe rs Ove rVieW ( Back to Table of Contents )

Under the Fund Transfers section, you can do several types of transactions, including:

- Internal Transfer — transfers within your own company accounts in Baiduri Bank
- Domestic — Same Bank — transfers to a third party within Baiduri Bank

- Domestic — Other Bank - transfers to another local bank

- Telegraphic Transfer — transfers to an overseas bank

- create single, adhoc and batch
— create, amend and delete
under Manage Workflow (for Approvers only)

You also have the option to make transfers immediately, at a future date or
periodically by setting up standing instructions.

| Vi

|
i
.

PO

,

N

. ==

r 4
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4 Transfers

4.2.1 Create Single Payment (Internal Transfer) ——— ((Backto Table of Contents )

This feature allows you to transfer funds to other accounts within your company group.

From the menu, go to Transfer > Create Single Payment.
The Create Transfer screen should be displayed.

®
51

sSter sSTEP 2 ST 3
INTTIATE TRAMSFEN HEVIEW COMPLETE
o Applicont 4

Your Hefemmncs
Payment Method * v

Chooss Company -

STy T ———

Pay From * Q,

Ui oumt M [ Acroured Marsis | Cusesey [k Cesdod

Pryrrsnd Dute *

2002-04-28 ]

é Chooso Your Own Company Account w

@ Amount v

B rayment Information "
SAVE A ST TAVE AL TEMILATE HERgT

Application section

Fields Description Mandatory/Optional

Your Reference Enter your Company Reference Mandatory

Payment Method Under the drop-down list, there are 3 options, Internal, Mandatory
Domestic and International transfers

Choose Company Select the Company you wish to transfer the funds to Mandatory

Pay From Depending on the company chosen under the Mandatory
Choose Company field, respective accounts linked
to that account will be auto-populated

Payment Date Enter the date that you prefer the payment to be released. Mandatory

If the Payment Date falls on a non-working day, then the
transaction will be carried out the next working day.
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4 Transfers

4.2.1 Create Single Payment (Internal Transfer) ——— ((Backto Table of Contents )

Choose Your Own Company Account
& Choose Your Own Company Account ~

Transter o Company * -

oy & vy e

Fields Description Mandatory/Optional
Transfer To Company Enter the amount you wish to transfer Mandatory
Pay To Select the account you want the funds to be transferred to Mandatory
Amount
& Amount ~
Payment Currency * -

Description Mandatory/Optional

Debit Currency This will be set by default based on the currency of the Mandatory
selected Pay From account

Payment Currency This will be set by default based on the currency of the Mandatory
selected Pay To account
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4 Transfers

4.2.1 Create Single Payment (Internal Transfer)

63

Debit Amount

Description

If the Pay To currency and Pay From currency are different,
an Amount Priority field will appear.

Debit Amount *

Debit Amount — debits the amount based on the Debit
Currency or Pay From account

Payment Amount — pays the currency based on the
Pay To account

( Back to Table of Contents )

Mandatory/Optional

Mandatory

Payment Amount

Enter the amount to pay based on the currency of
the Pay To account.

Exchange Rate 1 BND = 1.034204 ALUD
Note: Exchange notes for ol FX transoctions are indicative only. The octual rates will
be oppliad ot the time of axecuting the paymeants.

Mandatory
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4 Transfers

4.2.1 Create Single Payment (Internal Transfer) ——— ((Backto Table of Contents )

Payment Information
B Poyment Information E

Instruction to Bank

Instruction to Bark [Line 2)

Payment Remarks

Fields Description Mandatory/Optional
Instruction Enter details or remarks of any instructions for the bank Optional

to Bank

Instruction Enter additional information, if any Optional

to Bank

(Line 2)

Payment Enter any additional remarks, if any Optional

Remarks

For non-straight through processing transactions (non-STP), payments
may incur delays as they will be processed through the service desk.

This payment may experience a delay in settlement as it is processed manually

Review
After clicking the CONTINUE button, the Review screen will be displayed. You can verify
inputted details here.

Complete

To complete the transaction, click the PROCEED TO SUBMIT button. A confirmation message
will be prompted and the request will be submitted for approval.

Other fields

Actions Response

Save as Draft Save a draft of what you've entered before submitting it for approval.

Save as Template Allows you to re-create the same transfer without needing to
repeat the whole process again.
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4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — ((BacktoTable of Contents )

This feature allows you to transfer funds to other third-party accounts
within Baiduri Bank as well as other local banks.

From the menu, go to Transfer > Create Single Payment.
The Create Transfer screen will be displayed.

Applicant

Create Transfer
Traraben * Create Taamfer

an Applicant

Your Reference

Perymiant Method ™

Choos Comparry *
RGUTIL2 / RGU2 -

[ Comparty 0 / Comporny W)
Py From *
RUCI000332 / RUCRIDOOE3Z / AUD / BBS Q

(Ansaunt Mewma / Acomunt Mambes / Cuneney |/ kel Cooal Claam

AL 905412000

Poymant Cote *

2021-02-15 |

Description Mandatory/Optional
Your Reference Enter your Company Reference Mandatory
Payment Method From the drop-down list, select Domestic Mandatory
Choose Company Select the Company you wish to transfer the funds to Mandatory
Pay From Depending on the company chosen under the Mandatory
Choose Company field, respective accounts linked
to that account will be auto-populated
Payment Date Enter the date that you prefer the payment to be released. Mandatory
If the Payment Date falls on a non-working day, then the
transaction will be carried out the next working day.
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4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — ((Backto Table of Contents )
Beneficiary
e g

Pay To "

[Mhessasfiiens B | Acssount Murmisar | Denk e |

e Ao Ronencary

& Amount

i Poyment Information

Fields

Transfer To
* Same Bank
¢ Other Bank

Description

PayTo~ Q,

Benaficiory Name / Account Number / Bank Coda |

Creote Adhoc Bersficiary

— transfers the payment to another beneficiary
account within Baiduri Bank

— transfers the payment to another beneficiary
at another local bank

Mandatory/Optional

Mandatory
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4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — ((BacktoTable of Contents )

Fields Description Mandatory/Optional

& Beneficiary
Tronsfer To «

) Sorme Bank
(@) Other Bank

PayTo* Q

{Beneficiory Nome / Account Mumber / Bank Code )

Crveme Adhoo Baneficiary

Payment Prefenence «

(@) Mormal Payment (ACH)
() Real Time Gross Settlement (RTGS)

Under Other Bank, the Payment Reference selection will
be displayed.

Automated Clearing House (ACH)
Recommended for payments such as salary transfers,
sending funds to friends and family, etc

Real-Time Gross Settlement (RTGS)
Recommended for larger amount transfers and payments
that need to be settled urgently.

Requests submitted after the cut-off times, Sunday and
public holidays will be processed on the next working day.

Pay To Click on the Pay To field. The Search Beneficiary screen will Mandatory
be displayed. You can then select the Beneficiary Name,
Account Number, Bank and Branch that was created
under Beneficiary Management.

Search Beneficiary

Dermwiciary Narne [

Banwicia'y Arcount Kumbar

P et

SowrchBocitis

67 Baiduri b.Digital Business User Guide



4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — (BacktoTable of Contents )

Fields

Create Adhoc
Beneficiary

Description

You can create an Adhoc Beneficiary if the intended

beneficiary has not yet been created under Beneficiary

Management. Fill in their details in the fields below.

Creawe Adhoc Benaficiany

o Bonoficiony Main iMonmation

Troanstor T

) S Bonk (§) Curbonk

EBenefiary Nek Noms ®

Hereficiony Horme*

M doncficiary Comoct Dotals.
B Benefciory Additional Detaile

B Benoficiory Bank informnation

[] Save this Beneficlry

Mandatory/Optional
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4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — ((BacktoTable of Contents )

Amount Section

(81 Amount A

AUD -

Paymen Curency *
BND -

Amount Priosity =

() Detit Amount (8 Poyment Amount

Paymant Amount *

Exchonge Rowe 1 END = ALD e

Hoter Exchonge sThes forall FX fransocTions. are idicarye only. The acunl mes wil
ba appillad ot the Tama of awacurting The popmante.

Fields Description Mandatory/Optional

Debit Currency This field is auto-populated based on the currency of the Mandatory
selected Pay From Account

Payment Currency This field is auto-populated based on the currency of the Mandatory
Pay To Account

If the Debit Currency differs from the Payment currency, an
alert message will be prompted. Click OK to proceed with
the transaction.

Alert
A Forsign cumrency domastic tansier will not be settied thiough RTGS / ACH. The payment will be
processed monuclly.
Amount Priority This field has two options, select one: Mandatory

— To debit the amount based on the
Debit Currency

- To pay the account based
on their currency
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4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — (BacktoTable of Contents )

Fields Description Mandatory/Optional

Debit Amount If the Pay To account currency differs from the Pay From
account, this field will appear.

BMND -

Peryrment Cusrsncy *
usp -

Arraound Pracrity

@ Debit Amount O Payment Amount

Debit Amount
Payment Enter the amount to pay based on the currency of the Pay Mandatory
Amount To account.

Exchange Rate 1 BND = 1.034204 AUD
Note: Enchange notes for ol FX transactions are indicotive only. The octual rates will
be opplied at the time of executing the payments.
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4 Transfers

4.2.2 Create Single Payment (Domestic Transfer) — ((BacktoTable of Contents )

Payment Information section
B Poyment information

Insstruction to Bank

Instruction to Bank (Line 2)

Poyment Remarks

Fields Description Mandatory/Optional

Instruction to Bank Enter any details that you would like to leave for the bank Optional
to take note of

Instruction to Bank Enter any additional information if needed Optional
(Line 2)
Payment Remarks Enter any remarks you would like to leave with the Optional

payment transaction.

For non-STP transactions, payments will be processed
through the service desk and may experience delays.

Review
After clicking the CONTINUE button, the Review screen will be displayed. You can verify

inputted details here.
Complete

To complete the transaction, click the PROCEED TO SUBMIT button. A confirmation message
will be prompted and the request will be submitted for approval.

Other fields

Actions Response

Save as Draft Save a draft of what you've entered before submitting it for approval.

Save as Template Allows you to re-create the same transfer without needing to
repeat the whole process again.
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4 Transfers

4.2.2.1 Create Single Payment (Adhoc Beneficiary) — ((Backto Table of Contents )

Transfer funds to a Beneficiary account and create the Beneficiary in the
same transaction for local and overseas Fund Transfers.

From the menu, go to Create Transfer - Beneficiary.
The Beneficiary screen should be displayed.

Create Transfer
Tronsfery » Creote Tranader
LULI-UL~10 L]

& Beneficiary
Transtee To +

(®) Same Bank
() Othar Bank

Pay To * =}

Dasneficiery Marmn / Acccunt Humber [/ Bank Code |

@) Amount

B Payment Information

COMTIME SAVE AS DRAFT TAVE AS TEMPLATE FESET

Click Create Adhoc Beneficiary. A Create Adhoc Beneficiary screen should be displayed.

Refer to for more detailed guide.

- Beneficiary Main Information

Transter To *

l@_‘l Sorme Bonk I': ‘Cothens Blandk
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4 Transfers

4.2.3 Create Single Payment (International Transfer) (eackto Table of Contents )

From the menu, go to Transfer > Create Single Payment.
The Create Transfer screen should be displayed.

Applicant section

2 Applicant -~

Pappracea Msrtan

IMTERMATIOMAL TRANSEER -

Choose Comparny © -
{ Compumy 10 7 Comnpamy Mor:

Py From ™ Q
oo Miome J Acce Fumies | Curoncy | ok Codil

v Dot ©

HI22-0idy-28 )

Description Mandatory/Optional
Your Reference Enter your Company Reference Mandatory
Payment Method From the drop-down list, select International Transfer Mandatory
Choose Company Select the Company you wish to transfer the funds to Mandatory
Pay From Depending on the company chosen under the Choose Mandatory

Company field, respective accounts linked to that account
will be auto-populated

Payment Date Enter the date that you prefer the payment to be released. Mandatory

If the Payment Date falls on a non-working day, then the
transaction will be carried out the next working day.

Baiduri b.Digital Business User Guide



4 Transfers

4.2.3 Create Single Payment (International Transfer) (BacktoTable of Contents )

Beneficiary fields
< Beneficiary

Pay Ta *

[Barsbiony e | hoooni Smbar i lionk Cods |

(e fathare lrrctaziry

Description

Mandatory/Optional

Management. Fill in their details in the fields below.

Creawe Adhoc Benaficiany
s s o e

& Bonoficiony Main Informetion

Troanstor T

) S Bonk (§) Curbonk

EBenefiary Nek Noms ®

Besmefciny Mo *

0 Bonchciary Comact Dotals. -
B Benwshciary Additenal Dol v
B Benoficiory Bank information v
(] Suave this Beneficiry

Pay To Click on the Pay To field. The Search Beneficiary screen will Mandatory
be displayed. You can then select the Beneficiary Name,
Account Number, Bank and Branch that was created
under Beneficiary Management.
Search Beneficiary
Banedciay Accourt Number
Create Adhoc You can create an Adhoc Beneficiary if the intended
Beneficiary beneficiary has not yet been created under Beneficiary
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4 Transfers

4.2.3 Create Single Payment (International Transfer) (eackto Table of Contents )

Amount section

& Amount

Payment Curmency *

Chaigess Borme By *

Fields

Debit Currency

Description

This field is auto-populated based on the currency of the
selected Pay From Account

Mandatory/Optional

Mandatory

Payment Currency

This field is auto-populated based on the currency of the
Pay To Account

If the Debit Currency differs from the Payment currency, an
alert message will be prompted. Click OK to proceed with
the transaction.

Alert

‘ Forsign cumency domestic tronsfer will not be setiled thiough RTGS / ACH. The payment will ba
processed monuclly.

Mandatory

Amount Priority

This field has two options, select one:

— To debit the amount based on the
Debit Currency

- To pay the Pay To account based
on their currency

Mandatory
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4 Transfers

Debit Amount

Description

If the Pay To account currency differs from the Pay From
account, this field will appear.

BMND -

Peryrment Cusrsncy *
usp -

Arraound Pracrity

@ Debit Amount O Payment Amount

4.2.3 Create Single Payment (International Transfer) (BacktoTable of Contents )

Mandatory/Optional

Payment Amount

Enter the amount to pay based on the currency of the Pay
To account

Exchange Rote 1 BND = 1.034204 AUD
Note: Enchange rotes for ol FX tronsoctions are indicotive only. The octual rates will
be opplied at the time of axecuting the paymeants.

Mandatory

Charges Borne By

The selection on this field will determine who bears the cost of
the transfer fees.

+ Beneficiary — this means that the beneficiary will bear the cost

» Sender - this means that the sender will bear the cost

» Shared - this means that the cost will be shared between the
beneficiary and the sender

Mandatory

Payment information fields

n Poyment Information

Instruction to Bank

Instruction 1o Bank (Line 2)

Paryrnent Remarks

™
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4 Transfers

4.2.3 Create Single Payment (International Transfer) (eackto Table of Contents )

Description Mandatory/Optional

Instruction to Bank Enter any details that you would like to leave for the bank Optional
to take note of

Instruction to Bank Enter any additional information if needed Optional
(Line 2)
Payment Remarks Enter any remarks you would like to leave with the Optional

payment transaction.

For non-STP transactions, payments will be processed
through the service desk and may experience delays.

This payment may experience a delay in settlement as it is processed manually

Under the Declaration section, you will need to select the Purpose of payment
from a drop-down list.

B Dedootion

Puspiose of proymen *

b [ oy Hwmagh vl vy

Review
After clicking the CONTINUE button, the Review screen will be displayed. You can verify
inputted details here.

Complete

To complete the transaction, click the PROCEED TO SUBMIT button. A confirmation message
will be prompted and the request will be submitted for approval.

Other fields

Actions Response

Save as Draft Save a draft of what you've entered before submitting it for approval.

Save as Template Allows you to re-create the same transfer without needing to
repeat the whole process again.

Baiduri b.Digital Business User Guide



4 Transfers

4.3 Credte Batch qument ( Back to Table of Contents )

In this section, you can create batch payments for internal, domestic and
international transfers. Approvers can also approve transfers in one go.

From the menu, go to Transfer > Create Batch Payment.
The Create Batch Payment screen should be displayed.

A Batch reference number will be generated.

Batch Reference © 207 R080ZENTAST

STER 1 ST HF 3
CHEATE BATCH VRN COMEAETE

B Botch Critoria Salection

RGUIL2 [ RGUZ

| Comtpey ),/ ey Hisvs)

Py
RUCIOO008, RUCRION008, BND, BEa Q

Aot ot [ Actensst Mt |/ Gusrecy § ok ol (="

1

BN

Penymert Cusmrey *

() Diwbit Amourt  (8) ioyment Amount

Exchongs ot | 5060 = 1 BND
' n vty T ot et el o expgenet -t v
o ety thes pr——

Pergrrawn Do *
2021-02-08 cal

o Do, (W 2051

Enter all necessary information as required for a transfer.

Click the SAVE CRITERIA button. The application will save the Batch Criteria Selection.
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4 Transfers

4.3 Create Batch Payment (CBack to Table of Contents )

The Payment Details screen

Create Batch Payment

s 5 G e Py

& Poyment Datoils ~

Tour Hgterance ”
H0T0B0MMO0002

vy Ta a

Flsume seent s vty o bray b

Praymant Datall 2

A

Cancirman e g har: dhelery o et i °

0 ] i e bty T Dot e 00 D

Enter all necessary information as required for a transfer.

Click the ADD PAYMENT button. The payment details will appear.

Create Batch Payment
Tremnhors  Cirnesin fich oy
TUPERn I Lavee

D e

Vi bpprms Vs o et el L o e W1 S e bt (] g P sy 83 e e r—

Bl ) S e Dt e W3 10 SRS
' -
P Mo A ST S g -
. . AR B T
B~ -
-
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4 Transfers

4.3 Create Batch dement ( Back to Table of Contents )

Add Payment functions

Action Response

Edit Expand (wr) icon and click Edit option, the records under the
ADD Payment details can be edited and submitted for approval

Delete Expand (w) icon and click Delete option, the records under the
ADD Payment details can be deleted

Once all the details are filled, click the CONTINUE button.
The Review screen will then be displayed.

Create Batch Poyment
Trermtir: 3 Cruain och oymors

@ » L ]

STER 1 T2 STER 3
CREATE BAICH EVEW COMILETE
B Batch Critoria Seloction ~

Byt Mectlund DOMESNIC

Damrond Pyt Typa o Peocemng oo TR

Trntes o Otn e

Comrguerry BGUTLT / BGLY

il Cuifremicy L

Py sy o

Parymrt ot ot W, 20

hnmban | Pugrwanst Dt Tl W XN

(8 Poyment Detolk ~

1 ardsh iy e Rty Vortsl Ehotiot st A3 100000 ]
A LRI A TR agon 00

Moperpoge 4 T 4nsd
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4 Transfers

4.3 Create Batch dement ( Back to Table of Contents )

Review
Review and confirm the inputted details before submitting for approval.

Complete
Click PROCEED TO SUBMIT. A confirmation message should be prompted and
the request is submitted for approvals.

Create Batch Payment
Tt oo Gt P——

|Bryteh Redamecs = 20700NSMSLENT

® @ @
ETE i Y SEr 3
CREATE BATCH E COMPLETE

@ Yo bouh ard appeae.

Payrrerd Fesbeseroe POTOITET L

Pesyrrer Hethext Dt Trowsbes

e — RGUTLY /G

WPexy Frsm BEL [ CINDOOLL [ &0 |/

Dierma Praymen Ty L L

Tiste¥ Dhestdt Astaonint AU 0000

Perywnerd Oete Wt

Ui Prmyrnesrmilurte: Wl TN

S ————

You can create another batch of payments by clicking Create Another Batch Payment.
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4 Transfers

4.4 Create Transfer Standing Instruction ((Back to Table of Contents )

In this section, you can create domestic transfers standing instructions.

From the menu, go to Transfer > Create Transfer SI.
The Create Standing Instruction screen should be displayed.

51 Reference | 2020215735372

I 2
NTWATE 5 W

& Applicant

Yeaw Rulsrence *
i Hick Narme *
Poyment Method *

Chatsones Compotsy

[ = S——

Py From * Q,

Iharcomani Fowre | Aasnnars Hantomn | Crmvmay | Band Cisisd
& Benoficiory

) Amount

B Stonding Instruction Information

B Foyment information

CEWT-—- e AS DHA T Lt

it Bk, lrunel 207)

Enter details in the required fields. You will need to create an Sl Nick Name.
This is for your own reference so that you can easily identify the account.

Under Beneficiary and Amount sections, enter details as per a normal Transfer.
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4 Transfers

4.4 Create Transfer Standing Instruction

Standing Instruction Information section

( Back to Table of Contents )

Fields Description Mandatory/Optional
Frequency From the drop-down list, select how often you would like Mandatory
to pay the standing instruction

Weekly

Monthly

Yearly

Half Yearly

Daily
Start Date Set the date of when the payments should start Mandatory
Number of Set how many times the payment should occur Mandatory
Occurrence

Review

Click CONTINUE. The Review screen should be displayed.

Complete

Click PROCEED TO SUBMIT. A confirmation message will be displayed and the
request is submitted for approval.
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4 Transfers

4.5 Te m pldte ( Back to Table of Contents )

Create a template of the same transaction and reuse the template when performing
a similar transaction in the future. This saves you time. When creating the template,
you can save the template for future use.

Once all details of the transactions are filled, click the Save as Template button.
A pop-up display will appear.

Save As Template

2010259165021

lermplate Name *
Tomplato Nama is mondoiony

Template Accoss *
() Private (@) Public

Template Reference - this reference is auto-generated
Template Name - this is where you can give the template a reference name
Template Access — there are 2 options, Private or Public
- can be accessed and used by users within the company group.
However, modification can only be done by the maker who created it.
- can be accessed by the maker who created it

Click the Save button to save the template.
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4 Transfers

4.6 Edit/Delete/Amend Transfer

( Back to Table of Contents )

Edit, delete and amend a transfer that is sent back for repair by the Approver.

From the menu, go to Transfers > Manage Workflow.
The Manage Workflow screen should be displayed. You can select either Single Payment,
Batch Payment, Standing Instruction or Template under Filter Transaction.

Manage Workflow

Teawbers 5 Mg Whkflom

P nrmocson

Sirgla Payment
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Under the Action column, click the drop-down arrow, a submenu containing

Edit and Delete option should be displayed.

Manage Workflow
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Click Edit. For requests that were sent back for repair, you will be able to view the reason of
why the request was sent back.
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4 Transfers

4.6 Edit/Delete/Amend Transfer

= Baigia

Ediit Transfer

T ) o Mok ), et

Peryrmeert Reference - MIZW0Z15I276352

LI 2
TEEW

Crmmmm Camrprry

RGATLY / RO

[Ee————

[R—

™ 00008, Q
e g B frzmen Mt | Ciermney | e Cexsel s
P Lren

2001-02-25 ]

& Chooso Your Own Company Account

Click CONTINUE. The Review screen will be displayed where you can confirm

the updated details.

( Back to Table of Contents )

PP

sy, Fisbwascry W, 000 8 300K AN T 0000

Click PROCEED TO SUBMIT. The transaction will be sent back to the approver.
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4 Transfers

4.6.1 Copy Active Transfer Records

( Back to Table of Contents )

Transactions that have been approved cannot be edited. You can copy details to be a

template and change the payment amount.

From the menu, go to Transfers > Manage Transfers.
The Manage Transfers screen will be displayed.

Under the Action column, click the drop-down arrow. The application displays a sub-menu
containing the Copy option.

Manage Transfers

Trarshors 3 Minage Trrsles

OO ALY

OTOTENRSATT

RN

HPOMANIIIS

EEIUEERATRIY

ARG AUCTIDO008 | B0 |

BT | RUCRIDO00 / BN

RGN |/ RUCRIONE | BkD /

A PICIIOCO0N | B ¢

R | RUCHIDO00 / N |

ROLD [ MUCEDO00S J R /-

R RUCRIDO00G i |

L=t o

G RUCRIDO008 / BRD

G | ACEDO00 | B |
=54

ihets W00

ks WL 20N

et 20N

Jon & XN

e, 2070

Jon . 203

Jo b 301
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4
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4 Transfers

4.6.1 Copy Active Transfer Records (Back to Table of Contents )

Click Copy. The Copy Transfer - Applicant screen is displayed.

Choose your own company account and Payment Information are copied from the
selected Single Transfer record. However, you will need to enter the Amount Details.

B o

BND 2 R SE 00
eyt ety
200-02-¥ [ca
&b Choosn Your Own Company Account
A Amount
B Poyment Information
- L A T AL T

Once you've entered the required details, click CONTINUE. The Review screen is
displayed where you can confirm the updated details.

Click PROCEED TO SUBMIT. A confirmation message is prompted and the updated
request is submitted for approval.
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4 Transfers

4.7.1 Manage Transfer (Viewing Manage List) ——— (Backto Table of Contents )

Once a Transfer is approved, the details will be sent to the Manage Transfers List.
Click Manage Transfers. The Manage List screen is displayed, where you can view the
list of Transfers and their corresponding status.

= = 4

= 10 - STHKSS | STARBUCKE 0 Tusact Ceteser 1 JUTE o 250 34 W OMT 0530

Manage Transfers

Tranlers 3 Umsge Traseten

Fita Trannactisnh
Single Payrment -

Soanch Translers "~

Payment Refemance Paymant Method -

Pyttt Nlabe
nft 01, 2019 - Ot G1, 2019 =] Status -

A S

D

Manage List Y
ail
ST 5 Abon Savial / JOO0TO00T  BA_SOY / SHDO100GT § 0 1108 e IS WM TR _
/360 DEE 00/ DB
ZOVMITIEAL! N18EE Aon Stel ) 2010010001 oh Bt/ 00 08 Faes IO DAt “
£ 840 b BOUAI1ES00 § 5A0
nes
0TI FTIANTES Absy Sertal / 200010001 dshn Rt | 8 3005 e VA IOIE BOAETE n
{260/ DET OONGIITI00NT {560
s
IONMEITI AN Adon Bl / BVIOVO0ET  John Bet / 0 nE AFTLENS DOMERTE _
{ S0 DES COOSN1T5000Y ¢ BE0

Click the PAYMENT REFERENCE link of the record where the user can view each field
of the selected record as shown below.
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Cetmeate rms O LTEROS | Lorrwste Selue et STARBULRD N0 Fasactan Cetotes | DE19 dl ALAT P GMT 25 30
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4 Transfers

4.7.2 Amendment/Deletion of Standing Instruction - ((BacktoTable of Contents )

This section specifies how you can delete a standing instruction.

Under the menu, go to Transfer > Manage Transfers. The Manage Transfers screen
should be displayed. You can view the list of transfers and their statuses in this screen.

From the Filter Transaction field, select Standing Instruction. The list of Standing
Instruction transfers should be displayed.

Under the Action column, click the drop-down arrow and select to either Edit or Delete.

Manage Transfers
et Mancge trareson:

(L

Stonding Instruction -

Search lronsfers 5

Manage Transers

1234546 / 122454789
/usD / BBa

NIOETIOOIIM AP ISTOOMS

1234546 / 123456789
/ usD / pea

1234546 / 123456789
/ USD / Bed
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4 Transfers

4.8 Approver Flow (Transfers) ((Back to Table of Contents )

An Approver can approve, reject or send for repair for all records.
Below explains the transaction status:

When the Maker has created the Transfer Payment Record and has
submitted the request for approval.

Payment record gets approved from one level of Approver and
pending for approval from other Approvers.

When payment has completed all the levels of approvals and is
awaiting release.
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4 Transfers

4.8.1 Amendment and Rejecting Transfers

( Back to Table of Contents )

From the menu, go to Transfer > Manage Workflow.
The Manage Workflow screen should be displayed.

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

Manage Workflow

T ;. Mannge Wertfiow
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Select either Amendment or Reject, the Send To Amendment or Rejection screen will be
displayed. You will need to input the reason in the Remarks field.
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4 Transfers

4.8.2 Approve (Transfers)

From the menu, go to Transfer > Manage Workflow.

The Manage Workflow screen should be displayed.

Under the Action column, click the drop-down arrow.
The application displays the sub-menu containing Approve, Reject and Amendment.
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4 Transfers

4.8.2 Approve (Transfers)

( Back to Table of Contents )

Click Approve. The Approve Transfer screen will be displayed, where you can verify
the updated information.

Pyt G e

Vol Bl s
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Click APPROVE. Here the 2 Factor Authentication (2FA) screen will be shown and
requesting the verification.

Click SUBMIT. The Transfers is approved and a confirmation message is prompted.
Once payment is approved, the details will be sent to the Manage List.
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4 Transfers

4.8.2 Approve (Transfers)

Approve Transfer
Trarsion ;, Henogs Wakfior 5 Apprevs T

Poymant Roference: 2070751280967

( Back to Table of Contents )
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If approval of a transaction fails due to technical issues, the transfer will roll back to
Release Failed status. You can then select whether to resubmit for approval or to
cancel the release.
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You can also view transactions by generating the report under Account Balance

Report.
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5 Bill Payment

5.1 Overview

This service allows you to pay various types of bills, including:

e Baiduri Bank credit cards

¢ Baiduri Finance Hire Purchase

e Utility bills (water and electricity)

e Phone bills (DST, imagine and Progresif)

* Other bills (Insurance, fees, taxes and etc)

In this section, there are 3 ways you can make bill payments:

Immediately

Future dated
you will need to specify the future date of
when you prefer for the payment to be made

Standing instructions
you will be able to set up regular or
recurring payments
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5 Bill Payment

5.2 Create Bi" qument ( Back to Table of Contents )

97

From the menu, go to Bill Payments > Create Payment.

Create Payment
Bl Foymants 4 Croats Foyment

* pseicey M o sty

Eill Fayment Referance: 202102158586081

o

[ ]
il ]

STEF 1 P2 SIEP §
COMPLETE

INITIATE PAYMENT

:

Yourr Feferance *

Chonse Comparny * -

| ey £/ oy ot

Peay Feoem *

[Acoours Mome ¢ Acceun Munbos / Canncy / bonk Code)
Information
E| siller A

@ Payment Detoils "

CoATINLE SAVEAS DRAFT HESET

You can save the information you have entered as a draft before submitting the transaction.
The saved information can be reviewed again under Manage Workflow - Draft.

Functions under Bill Payment

Actions Response

Save as draft Allows you to save entries as drafts before submitting

Baiduri b.Digital Business User Guide



5 Bill Payment

5.2 Create Bi" dement ( Back to Table of Contents )

Fields

Your Reference

Mandatory
/ Optional

Description

Set a code or reference, so that you can identify and Mandatory
remember the entry in the future

Choose Compan Frorn the drop-down list, select the Company you wish
d to make the payments to Mandatory
Pay From Enter the account number of the account you prefer to Mandatory

deduct from for the bill payments

* This field should be auto-populated based on the Company name
chosen in the Company ID/Company Name field.

* The Pay From field contains Company Name/Account Number/
Currency/ Bank Code

* Once the Pay From field is filled, the total available account
balance of the company should be displayed.

Biller Information field functions

El Bilor information

Choose Giller

Bl ooy | Sl Cado / Bller Narhs / Fayos iick lamal

oo Achoc il Foyoe.

B Poyment Details

CONMILL  SAYEASDRAFT  REBET

Baiduri b.Digital Business User Guide
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5 Bill Payment

5.2 Create Bill Payment

Fields

Description

( Back to Table of Contents )

Mandatory

/ Optional

Choose Biller

Click Choose Biller. The Search Bill Payee window will be prompted.

Enter the Biller information that you wish to make bill payments to.

Mandatory

Soarch Bill Payna
e — - il Crcla
Dl Nree Bl Poysss ik Nummer

Mt Akl ot Secr Ciftw b (et

ttan terr e o bt

e Bt ben et

The Biller information will be displayed in their respective fields. Any
additional information defined will appear below the Choose Biller
field. See below.

Bl B mbcematon
et o YA AR Ao o
e G e et -

ottt n

B Py Dotk

Functions under Bill Payment

{8 Payment Details

Payment Date *
2022-03-31

Payment Currency *
BND

Payment Amount *
123.00

[One Hundred Twenty Three BRUNE DOLLAR )

Remarks
test
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5 Bill Payment

5.2 Create Bi" dement ( Back to Table of Contents )

Mandatory

Fields Description / Optional /
Auto-populated

Payment Date Set a date that you prefer the payment to be made. By default, Mandatory
the current date is auto-populated.

If the set payment date falls on a weekend or public holiday, then
the transaction will be processed the next business day.

Payment Currency Defaulted to BND Auto-populated
Payment Amount Enter the payment amount you wish to pay the biller Mandatory
Remarks Enter any remarks that you can use as a reference for Optional
the transaction
= e C
Create Payment
Sl Poyments 5 Crcte Poymant
Pay From RUCRO0E, FLICHIDOUOH, ISHE 50
B3 Biltar Information ~
Biller Credit Cards | AutoBillarBNDOpen | AutslillrBNDOpen |/ Bllerlusic
) Poyment Dotails ~
Poymert Dote sk 16, 2021
Payment Cusency LD
Paymesit Arrount BRD 00
{One Hundred BRUNE DOLLAR |
Rrernoadkes
B Additional Information ~
Latwel gt
Leshal? Tk 15, 3000
Lotefs T W, 2021, TL&ASTPM
Lobeld BNDZ 33300
B Feesinfomation ~
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5 Bill Payment

5.2 Create Bill qument ( Back to Table of Contents )
Proceed To Submit To submit requests for approval

If the set payment date falls on a weekend or public holiday, then the transaction will be
processed the next business day.

Review

Click CONTINUE. The request will be submitted and the Review screen will be displayed.
From here, you can review the entered details before submitting for approval.

= Do ry

Create Poyment
il Poyments 3 Crate Bayment

Bill Payment Reference: 2021020672656951

[ ] @ ®
SIEP Y SIEP2 S1EP 4
INITIATE PAYMENT REVEW COMPLETE

& Applicant -
Ptarencs MMOSAMPAICD
Counpany REUZ
Pay From RUCIDD00B, RUCFID000E/ BHD/BEE
B  Billar Information ~
Biler Credit Carts / AutobillerBNDOpen / AutolillerNDOpen |/ tillerduso
[y - ®
& Payment Details e
Poymert Dote Felby 14 2077
Payment Cunericy oHD
Payment Amount BNCIDODD

[Oe Huncre:d DRUND DOLLAR ]

Letall Fabi14, 3071
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5 Bill Payment

5.2 Create Bi" qument ( Back to Table of Contents )

Complete

Click PROCEED TO SUBMIT. A confirmation message will be prompted. This means that the
transaction has been submitted for approvals.

Create Payment
il Poymonts | Croate Poyment

Eill Poyment Reference: 200100107 1545554

@ e ®
STEP 1 STEP 2 STE3
INITIATE PAYMENT PEVIEW COMBLETE

[] appeoval

Bl Poymint Reforence: T EATELTES

Refersies MMCSAMPADCYE

Compary R

Pay From RGN / FUCRIIN00R | BN / BAE

Bller Crefit Curds / Aunail , i

Creiit Cord Wunbes 1

Peryeraant Ameont BND 0000

Puyeresnt Do W-Febr-200

e Amot WD 10
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5 Bill Payment
5.3 Adhoc Payment ( Back to Table of Contents )

You can create payment profiles through Adhoc Payment to pay bills instantly. These profiles will
be saved as a Bill Payee which then can be viewed again under Biller Beneficiary.

> (Bill Payee Mancgement)
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5 Bill Payment

5.4 Create Standing Instruction

From the menu, go to Bill Payment > Create Payment SI

Creote Payment S
8 Peryrromts 3 Croote Pyt S

Yeuu Reforence *

£l Nick Mame *

1 Company I | Company Mamal

Pay From a

et Merme | Arrmund Mk | Corrancy | Senk Cdal

& Amount
. Standing] T
CoMTLE SASE A IHRET WESET

Description

Your Reference Set a code or reference, so that you can identify and
remember the entry in the future

S| Nickname Enter a preferred name for this particular Standing Instruction so
that you can remember it easily

Choose Company From the drop-down list, select the company that you wish to
set up a Standing Instruction with

Pay From Enter the account number of the account you prefer to deduct
from for the bill payments

+ This field should be auto-populated based on the Company
name chosen in the Company ID/Company Name field.

« The Pay From field contains Company Name/ Account
Number/ Currency/ Bank Code

Once the Pay From field is filled, the total available account
balance of the company should be displayed.

PN A 0 B

STER 5

Mandatory
/ Optional

Mandatory

Mandatory

Mandatory

Mandatory

Baiduri b.Digital Business User Guide
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5 Bill Payment

5.4 Create Standing Instruction ((Back to Table of Contents )

Biller Information field functions

B3 Eiller information ~

Chooss Dilker =
Creclit Corcis/VISA/VB/MMOBPDOT B

|E¥fler Catogory / o Coda f Sior Mame  Poyoo Mok Norval e

Vi [ B

-

& Amount
B Stonding b

ol SAVE AZ DRAFT HESET e

Description Mandatory

/ Optional

Chooese Biller Click Choose Biller. The Search Bill Payee window will be prompted.

Enter the Biller information that you wish to make bill payments to. Moy

Saereshy Fill Peayesey
e Crrimgory = ]
ilr Hewma e P Bl b

Ricite: Atlecrst i p ) Crllenc 1§ mandkbny

The Biller information will be displayed in their respective fields. Any
additional information defined will appear below the Choose Biller
field. See below.

Fall o

Sty o
oo Cors WEAN ATl
B o | e | S . by i o

ile

———

Comt vt \1

(R Peymen Dol

R
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5 Bill Payment

5.4 Create Standing Instruction ((Back to Table of Contents )

Amount fields functions

Fields

Payment Currency

Mandatory
/ Optional

Description

This field is auto-populated based on the currency selected ”
under the Pay From field Atorpgpikite

Payment Amount

Enter the amount you wish to pay Mandatory

Standing Instruction Information fields functions

Saort Dot~
201-02-18

Mierat OF Oeziamees *

Baiduri b.Digital Business User Guide
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5 Bill Payment

5.4 Create Standing Instruction ((Back to Table of Contents )

Mandatory

Description / Optional /
Auto-populated

Frequency This field sets the frequency of payment Mandatory

From the drop-down list, you can select payments to be
made monthly or yearly

Create Payment Sl
Bit: Paymantz » Create Paymant &1

Frequeney ®
Manthly -

Manthiy

Yearly

Start Date The date set for payments to start. Select the date from Mandatory
the calendar provided.

Create Payment 5|

B4 P Do P 3

Fraguancy®

s
20201527 o]

MY 220 3
i

Rami

@ v

-

Figure 2: Create P ayment Sl screen

Number of Occurrences Within a month or year, set the number of times the payment Mandatory
amount should be debited from the account

Remarks Enter any remarks to remind you of the transaction details Optional
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5 Bill Payment

5.4 Create Standing Instruction

Review

( Back to Table of Contents )

Once all the details were filled, click CONTINUE. The details will be displayed in the Review
screen. You can confirm that the entered details are accurate before submitting for approval.

S Nick Mome

Py From

& Biller information

Btaart Dot
End Date

Pryment Rercrkes
‘ Fees Information

Fess Amount

[ o

Proceed To Submit

Actions Response

To submit requests for approval

A

Baiduri b.Digital Business User Guide
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5 Bill Payment

5.4 Create Standing Instruction

109

Complete

( Back to Table of Contents )

Once confirmed, click PROCEED TO SUBMIT. A confirmation message should be prompted.

Create Payment Si
Sl Proyrnonts. 5 ot Popmont 5

Paymert Murmiber -

SIEP2
REVIEW

STEP 3

approval.
Payerest 31 Rechoems 20202BERT

[ - SAMPHMODOD

2 ik Merns Toro

Company ReU2

Pay From REUZ / SUCRIIO00E / BND / B38

Fuy 1o el Cards / VIS4 | WESA Diller / MMOLEDOT
) e

Pagrrizt Ascnr BHD 000

Froquaney Monthly

Surt Date: T-Feb-200

[End Cate T-Aoe-2001

Fee Amount BND 25

bt
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5 Bill Payment
5.5 Approval Workflow (Bill Payments) Payment —— (Backto Table of Contents )

For Baiduri b.Digital Business, there are 2 types of user access; Initiator and Approver.

Payments are submitted by the initiator, then an approver can approve, reject and make
amendments to the request.

From the menu, go to Bill Payment > Manage Workflow.

Manage Workflow
Ol Pymentz 5 Horogs Workdlow

Bill Poyment -
Werkflow List Sakoct *  Sgorch b &
O& Poyenm Rrfence: oy From Pay To Payment Do Camroncy Paymesit Amovn Status Fesion
OIS AL/ MICHIOMI0R | BND TEE ¥ Feb 16,2071 AND wooa Dcling hpsnres -
i : St Bibe BN D e e At
2020XBPONYIES RGUZ / RUCRIODO0E [ BRC /1336 Crecit Cands/visal/weal/bluel  Feb 16,200 BND e Pending Appmoval -
¢ -
WDOTEETD nouz /! mo /e : Feb 5,202 EL] wooo Pesscling Appsecved
BBl IND Ogress
FHOOACOTID noua N Bt 3 Fab 2001 aND ooo Pesling Approvel -
DO SCLR/ MCTO000E { BN s Fab 2001 U] w0000 Pl Appsrivesl -
TR
NN A/ ! BN S EEE fre Fab &, 3001 AND wone -
¥y i &, Parcding Appnovel
M LITEE RGUZ / RUCHIODO0E / BND /338 Credit Camds/VISA/VE VisaCard  om 29, 2001 a0 noo Pending Appmvol -
ITEETIGARS acn/ / /AR dem IR, 20N asn w00 Pusrding Appoovel -
Broadbond Bllonine/ b 3
POIOET AR RGUZ / RUCHIODOGE [ N [ 5CB P—— Jom I 208 L2 0000 Pending Approvel -
Crecit Cands/CC 8/ CC
2 t ¢ "
O ST RGUR { RUCRIDDOGE | 1ok [ 300 o 27,200 L 1200 Pending Appovol -
[n——— A B 1] ous E o> w
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5 Bill Payment
5.5 Approval Workflow (Bill Payments) Payment —— (Backto Table of Contents )

Manage Workflow functions

Actions Response

Filter Transactions Filter between Bill Payment and Bill Payment Sl requests

Fitter Transaction

Bill Payment -

Bill Payment

Bill Payment Sl

Filter Bill Payment

column name (Y) Filter between Bill Payment and Bill Payment Sl requests

Search Search Bill Payment and Bill Payment Sl records through the Search field.
Use the drop-down list to filter results to specific types of Bill Payments or Bill Payment
Slrecords

View Click on the Bill Payment Reference or Sl Reference hyperlinks to view more details of the

selected record.

m Baiduri b.Digital Business User Guide



5 Bill Payment
5.5 Approval Workflow (Bill Payments) Payment —— (Backto Table of Contents )

Step 1

From the Filter Transactions drop down list, select either Bill Payment or Bill payment SI.

Step 2

Bill Payment — records related to bill payments will be displayed. See below for example.

Manage Workfiow
16l Beyrrcmste . Minreage et
e Trarsocton
Bill Paymment -
‘Worddfiow List
I Payremt fAehaerce FayFm Fap Ta
WD HGUZ | RUCKIODUUE { 15 130 2 ’
SPuta TSN e Bt A
OTHTETDOEE ACID/ MUCTNO0OCE / BND /BBE  Crecit Cord/visal/de]/blual
MR T RGL2/ B/ BE a1
e Teseoom
ANWA RIS ReU2 / D 38 p R 2 e
S ML SS RiEUZ D 1 =
eecom/ 1C
OO TRZIE RGUZ, D 0B R
AONCTIIRS ne, { BN/ ERE el
2OTHNETROS6ETE RGUZ,/ RUCRIOMCE / DND /B0 Crecit Curds/VERA/VD, NisaCard
£ Broodheornd /Bilonboe. ol
OOTIOERT REGUZ / RUCTIOMOE / NR /7 SCR -
AEIENOBOBRET RSUZ / RUCHIODO0E £ MR [ 508 Loy
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Poymerd. Dule

reb e, 2021

Febaié, 2021

Feb T, 2020

Foby 208

Feb 2K

Fetvd, 2001

Jen WO

o 28,2021

Jeany 27, 2070

o 28, 20

Saloct

BHE

BHE

BHE

BND

OHD

Ann

oHE

Puyiress Ao

wogu Femscing Approvol
w000 Terselig Apgreved
10000 Pemscirg Approvdd
000 Femseirg Approucd
wogu Fenuing Approvol
0000 Fesscing Approval
o Temsclrgy Apprrnd
w00 Pz Ao
00K Pesaciing Appround
1200 Fefcing Approval
Burrn e pragu "J_' 1-10ul TR 4

Saanch
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Step 4

5 Bill Payment
5.5 Approval Workflow (Bill Payments) Payment —— (Backto Table of Contents )

Under the Action column, click on the drop-down arrow. The sub-menu containing Approve,
Reject and Amendment will be displayed.

Manage Workfiow
B8 foyrrent: ) Moroge Wordow

Hetat Imarsocson
Bl Poyment
Whorkflow List Saloct *  Soorch Y
8 Payre Hefernce PayFan vay o Paymest Oate Cusrenicy Paymest Amacett Stans Nction
Crecit Conde/ Al INDOpen
WIS REUZ/ / BND / BBE o Feb %, 202 BND 10000 Prricting Aparoval -
WO REUZ/ N /e © Fel W, 2021 [0 waoo Pending Approval -
2 BN S o Feb 15, 202 L0 L] Ponding Approval
AT
il Tesksomm
Approve
Crachit Crande,/ AutefillardINDDpean
ARSI B
RS2 / RIUCRIOO00E / BNE1 /668 | Feh 9 2071 BN alo] Prricling Apgiod
Reect
OB REGUZ2 / RUCRICOO08 SN / BE8 ' Feb 9 2001 [ 0000 Prrcling Aparsvel
T Amencrrent
A 2RI RGU2/ RICRICONCE / ung /g POond Tedecom TC Fet 4, 2021 [ 10000 Pending Aol v
e ke com
W ETOTES neuz =N /e WANONGCond 2,200 [ oo Preraliong Apatenad -
AT S HEUZ HED / 1 WA/ M Cany e 2,200 N w0y Pending Approval -
OMNEFOOAET nou S BB ok e 7, 2000 [ 10000 Puorading Agsparerves -
Credit Cands/CC BICC
TTHTIIOACREET -
READ / RUCERODD / INT | 5C8 e 77, 2000 R =oa Burding Appirensd
mmporpo W - -warm 0 < @z a2 2 om

Figure 3: Manage Workflow screen
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5 Bill Payment

5.5 Approval Workflow (Bill Payments) Payment —— (Backto Table of Contents )

Amount fields functions
Step 5

Click Amendment. The Send To Amendment screen should be displayed.

Bl Poyment Reference: 2021021515 16¥170

e
STER Y
VEREY

oa Appicant

Roference st

Campany RSUTLL / RS

Pery Fromm RGUZ / RICRIODO0A | BND / BRG

B siler nformaotion

il Brosdband / Teheeorn ! TC Billir / Telacom

Flexi Fiedd. z

B Additional Information

Lessell tot

Lonelz Feta1y, T021

Leheld Faby 15, WO, & TR M
Lanels HHLZ 33300

L] PoymentDetails

Payment Date: Feba 15, 2021
Fayment Cumency BHD
Pagment Aenount WD
fTine Hundee BHUNE DOLLAH )
Resrasies

B Feesinformation

Fex Armount BNDI0.00

B Reason For Send To Amendment

| S

VSN

Baiduri b.Digital Business User Guide
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5 Bill Payment
5.5 Approval Workflow (Bill Payments) Payment —— (Backto Table of Contents )

Step 4

Under the Reason For Send To Amendment section, fill in the Remarks field.

B Reason For Send To Amendment: N,
[
Error in detnils
WS00
= -
.
Step 7

To confirm, click the AMENDMENT button. A confirmation message will be prompted and
the request should be submitted to the approver for approval.

Send Te Amendmant

Applcand , Meanage Werkdow 3 Sond Ta Lmoncmart

Bl Foymant 202K 70
® @
STEP 1 STEr2
VEuFY COMPLETE

@ o Pyt will now e ookt in pending epor st

Bl Besymnee Bedrersen. TSI

fifereres =57

Company RELE
Pay From RGLE | RUCRIDO008 / BND / DOD

s Hiroadbond | ielecom / Felecons Biles/ secom
Flesi Fiedel »

Prayeresnt Amount AND 0000

Paryrrent Duts T Fels-2071

e
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5 Bill Payment

5.5.1 Approve (Bill Payment)

Step 1

Under the Action column, click the drop-down arrow.

Manage Workflow
B foyraesh  Manogs Wrkilos

i Trmnartinn

Bil Poyment

18 el Rt

IOTNTUTUESSE

IEDTWTIO0EES

IOEDIFEHTTD

FL TR TR

OTVEFLIONLE

OODRZETROBS6TS

TSI

R B

#ay Pom vay 1o
Credit Cenche, M el BNDOpan
2GR ICRWDO0E / BND | BB J i
RGLEZ / RUCHICOO00E / BND | 838 Coodit Coros/wsol/visa 1 bluel2
Broacken wshecomy 1T
RO/ RUCFACOD0E,! BHD | BOD i -
FRsOCTNDOpen
ROGLE S BND [ B ?m‘c_mﬂ Bl
RGLE D | s bioes
& Broadbnd,TelecornTC
RGLE { HUCHIOO00M,/ BND | 1l g
RGLEZ/ AUCKIOOI00,/ DND | D00 Crelit Cords, VISA VI VisaCad
RGUZ/ AUCRICOO08 / BND | BEB  Chedit Cores VISA'VE VisaCond
oot o ol
RGLE 1N/ S0 &
—— Dot Coras/CC GIl'CC

Baiduri b.Digital Business User Guide

Py Coe

Fob %2071

ot T, 2001

el 16,2021

Feb Y 0

o 2, 20

trmporpoge W T 1 Ool1® e

Select Secrch 7
Cisrency Perytmet Asount == Actoa
o w0onn Pending Approvl -
D 0000 Pesicing Approvel -
BN w000 Petuding Apgroval
Approve:
D oo Pencing Apgroval
Iimjact
{ET0) {ihin ] Pendig Approval
Amendment
(S OO0 Penung Approvel L
3 oo Pencling Approval -
BND 00 Pencing Aprroval -
IHK Lin] Pending Apgrovel -
INR 2o Pesicing Apgroval -

( Back to Table of Contents )
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5 Bill Payment

5.5.1 Approve (Bill Payment)

Step 2

( Back to Table of Contents )

Click Approve. The Approve Payment screen will be displayed. Here you can verify the information.

Bil Paymant Refesnce: 2021020980255

S1ER
VERIFY

N -

Note:

If a Bill Payment has not yet been approved after the requested date, an alert message will
be prompted to the Approver. The Approver can choose to approve or reject the

Mo

RUAITILE / HGAR

AL [ BUCEMION0R / BNE / AEE

Tt Cusnds /VIBA VB OB

4

Fen §, 2021

Fey 7, 2071 TABLT PM

BNDZI3I 00

£TER2

i
n

Baiduri b.Digital Business User Guide



5 Bill Payment
5.5.1 Approve (Bill Payment) (Back to Table of Contents )

Step 3

Click Approve. You will be prompted with a 2FA authentication step. You will be required
to use either the digital token or physical token.

If you choose to use the digital token, on your Baiduri b.Digital Business mobile app, go to
Generate Secure Code to generate the secure code.

© Payment Authorisation Details ~
Entefthetokannumb.er
© o
Step 4
Enter the generated secure code in the respective field.
N

0 Payment Authorisation Details

Physical Token -

Enter the token number

Baiduri b.Digital Business User Guide 18



5 Bill Payment
5.5.1 Approve (Bill Payment) (Back to Table of Contents )

Step 5

Then Click Submit. A confirmation message will be prompted and the Bill Payment is considered
approved. The approved details will be sent to the Payment List.

Approve Poymant

Appicret 3 Monoge Weorkfiow 3 Appecen Payrort

Bil Poyment Reference: 20ZH02078TN02ES

® ® L]
sTEM £IEr 2 ETEP3
VHIFY APPROVE COMPLETE

@ ou Pupmen: e o

Bl Payrrent Teforers J0mO0oETI0sE

Feslenence =

Company REAZ

Pay From: REAZ / RUCHICC00E / BND / BBB

Gller Crocfit Cewre { VIZA / VIS, B/ O ikt
o Musilies u

Pyt Aot DHD D300

Fyment Daie O9-Fet-200

If a Bill Payment fails, this might be due to technical issues. In the event this happens, a Release
Failed status will be reflected.

Click on the drop-down arrow. From here, you can choose to resubmit the approval or
cancel the release.

= bgw ff‘
e | Fabrucry 10, 2021 at
Manage Workflow
SiE Dnantz 5 Mancge Werkios
Droadband/Offine N
PUTZZNALTATY RGAR { RUCHIDOO0E S INR/ SCB - Full/ O N Full/(Cofffie. INR Jan 22 2021 L i) -
rul
20THMIZAITEST RGLZ / RUCRID00OZ / INR / 5CO ). ','.m ! Jan 13, 2021 NR 10000 Fesiig Appioval -
Crutt Conds/ Austolilest
FOPGATNOI0RNE READ / BUCRINOONT / INR / S8 don g, 2070 L1 nonn -
Sustod el s ORTOR
Eacundbenes/ Offine N2 il
AUIGSO0AN2S RGAR / RUCHIDDOOZ / INR / SCE hull/Offfine INR Full/Offiine INR Jan 5, 200 L1 oo Frscing Aporoval
Rl Concel felease
Eexsdbaanet/ Ovline INA, Crilee:
ADNOELETATEDS -
RCAZ / RUCMD000E /INR/ SCB D JonE, 2000 L 0000 Frtinng Aperonval
BrosdbandOrline Biler/Deline
5 7 . -
NIUMOSTAARTTT RGAR / RUCRIDNONG / INR /SR Bt/ iler Jon 500 Ll w0ann Presefing Apesrrl
Figure 4: Manage Workflow screen
Note:

If a Bill Payment has not yet been approved after the requested date, an alert message will be prompted to the Approver.
The Approver can choose to approve or reject the transaction.
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5 Bill Payment

5.5.2 Release Bill Payment (_Back to Table of Contents )

After the Bill Payment transactions have been approved by the Approver, the payment will be
released to the bank for processing. The Approver will need to release the payment after
verifications have been carried out by the bank. You will receive a confirmation notification from
the bank that the payment has been released.

From the menu, go to Bill Payment > Manage Workflow. The Manage Workflow screen should
be displayed.

Manage Workflow
Bl Fmymants 5 Maroge Wordios:

Wibter Tramecton
Eill Poymiant -
‘WorkBow List Saloct * Socafch T
L Feag Fram Py Ta Ferpraent Tetlr Casmney Psyrannt A int e Retion
MCUZ { MICHIODO08 / B4 [ TED Feb & 2021 BND wano
20MC209EMOE ! hpprevest -
: VE/OfflineEHe
ETITEES nouz ¢ oo /oma M Fedr 16,2021 BHD wane Pesliny Apgaed
Rt B BN D g Bkt X
IO nean fBME [ BBR  Coeclit A k Fabs 16, 2071 KD oana Pewieliag Apgricwed -
r Coedit Cores’ MsnfllerlINDDpern
ACHEN0ETHO R  RUCRIDD008 / BND | TR P BorBN G Feb 2 NOT L) mnoa Penrding Aot -
AT RELR | MICRDM008 / BND | DA Fesh & 700 L) nana Pencling kppewrl -
Biler Tedncom
A PESI0IES RGUZ / RUCRIODO0S ¢ BM0 | B85 Credit Coros/VISAVBVisaCard  Jon 29 2001 L] noo Pending Appsoval -
20TDETOOIEIS TCUZ / RUCINOO008 / BMD / BBB  Coedit Cords/VIEA/VBNisaCard  _on 28 3021 BRD 2200 Punding Approval -
Rerselbrmned illerdine ol
7 ! FINRS
2AN0TTTO0ET RGLZ { RICAIDD0C2 / INR / 5CH - Jon 272000 InR oooo Peniding Appwdl -
Crecdit Corde/CC RO
' -
TNTFORORLET DL [ RUCEOON / INR / S8 - Jan 3700 L3 moo Puondding Appicued
a J e - R
ITEAESEET we T ] e i 35, 2071 3 oo Pl Apgusend -

tomspopoge W T 1-DofT@ M ©::+ > ¥
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5 Bill Payment

5.5.2 Release Bill Payment

Step 1

( Back to Table of Contents )

Under the Action column, click the drop-down arrow. The sub-menu containing Release and
Cancel Release.

Manage Workflow
6l Poryrmde: 4 Marsge Werkdlos

Fitnt Tronsocson
Bl Payment

Ay T P T
Lty BHD/ B0E ?‘m L
RELE J DND B s
FPusnliber 0N DOpen) TlcsAata
RGL2/ OND /D00 CreditC
Gregit
RGUZ,/ RUCKIN000E / BND / 006 p

Uroocmiond, Telecuny 10
e b

REUZ OND / DD
AGU2/ RUCKHOO00 / BND / BBE  Credit Cods VISAVE MsaCerd
B2/ s pupy roochand/ionkee /b8
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5 Bill Payment
5.5.2 Release Bill Payment

Step 2

( Back to Table of Contents )

Click Release. A confirmation message should be prompted and the payment will be

released to the bank.

8l Paymant Referoncs @ 2A0209NMORET

S Applicart

Aefuremiee:

Label

E Payment Details

Poyment Curency

Poyment Amcant

l Fees information

T Amount

Poyment - Success

MmO

RGUTILZ S/ RGUZ

HEUZ [ FUCRIUO0UE / DD | I

Credit Cards / VBA | VB / OfineBicer

lagit

teb ¥, 0zl

Feb 3, 202 THAEALT PH

e Huncked ARUNE DOLLAR]

Moty payment

e four Poyment has been sucoessfully releosed in the bank for processing.
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5 Bill Payment

5.5.2 Release Bill Payment

123

( Back to Table of Contents )

If a Bill Payment fails, this might be due to technical issues. In the event this happens, a
Release Failed status will be reflected.

Click on the drop-down arrow. From here, you can choose to resubmit the approval or
cancel the release.

= Daigita

el

Manage Workflow
HhPuymens 5 Margs Wokflon

2 ;

Wy, Febwucry 10, 3001 at 12125 FH GMT-0800

Braadibard,/Offina INR
AMZNO0HTES REUZ /RUCRIO0006 / INR / SCB FulOffine INR Full/Offfine INR Jan 23, 30N MR =29a -

Ful
OXONIIONET RCUZ S AUCAND0002 / INRL/ 5CB i ¥ ar 13, 2021 MR 10000

/ AP p— 3 Pading Approvel -

200 IS REUZ / RUCRID00OZ / INR / 5CB b i Jané, 200 MR nag -

F Aol testPOTIE.

DvoodbaarcCHTine INF: Hedtoelt
NAOGETMAIEIE R/ RUCAIO0002 /INR /500 Fall! Offres TR Full/Dfline N Jan 5 200 L) maa Pending Approwal

) Concel Releoss
20TNOI0EEEILTEIS. ROUZ / RUCAND000 / INR / 360 IGDJMEI!‘ i Jan B Z00 A 0300 Puraing Agrproval -
H0OSI4MLET REUZ / RUCAID0COZ / INR / 5CB i e Jan5 200 MR 0000 Pending Agsproval -

Bller/Oniine Giler

Figure 5: Manage Workflow screen
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5 Bill Payment
5.5.3 Reject (Bi" Payment) (' Back to Table of Contents )

Step 1

From the menu, go to Bill Payment > Manage Workflow. The Manage Workflow screen will
be displayed.

Step 2

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

Manage Workflow
6l Poymant 3 Hernges Waridiow

I ransostion
Bill Payment
Workflow List Solect =  Search h 4
Fill Penpmirs Brdrrner Py Feam Py T Berymed Dirter Camroney Prsyrrent Amatr) et fatinn
OTUITURIALPEEE RGUZ/ RUCKICO00R/ BND | BRR g ¥ Wy B4, 3000 AKDI woon Prsticinng Apgasrued
- ‘  Bs T TNO e Rl e e -
ATOTENO02FES RGUZ S /BND | BB8  Co . i Feby i, 2020 BND 10000 Pending Appioval -
DOTEETTD ROLZ Joup o POCON Eecom 1G Felba 5, 2020 oo waoo Prafiong Apgrcoecd
Coeedlit Copes/ AUUeTNDOpen Acpie
B AGLZ oMD DOD iy Feb, 2001 oo noo Penclng Appeoval
Reject
OO0 A2/ DuD /DB ,l Feby§ 2001 o wo00 Pencling Approval
Amardmant
o oo 15
ZOTOZ0ATIZOZIHG RGUZ / RUCKIO000 / DND |/ DO e Febyd, 2001 oD 1weao0 Porcling Appovdl v
INOCFITHTAR AcL BMD [ BHE  Coedit A Jen 29, 2021 o oo Peareling Apgaend -
FOTOETEEIEETS RGLEZ BND [ OO0 Coedit Jon28, 2021 kD B300 Pending Approvd -
Broaciond/ Tl /bl
ORI REUD / RICO0002 / INR/ SeR el Jen 71, 2000 L3 wana Pancling Apgesed -
IO ORORLT Acn T X it Jen 77, 27 [ aon Pamelrng Apgrenred -
msperpoge B T 1-vati w0 ¢ @2 4 s s 2 M

Click Reject. The Reject Payment screen should be displayed.
Step 4

Under the Reason For Rejection section, fill in the Remarks field.
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5 Bill Payment
5.5.3 Reject (Bill Payment)

Bl Foyment Referenca: 202 02610027585

[
STE1
VERIFY
& Applicant
Refererce =]
Compery RGUTL2 / RGUZ
Pay From RSUZ / RUCRID0000 // DMD / DB

iler ot Coacts f vesarl [ visal ¢ touenZ

e u

Labell g

Lotep Fetyie, 00

Lebmit Fala 16, 2001, 19375 PM
Lotek LNLZ, 353,00

E| Payment Dotails

Fayment Dote Fetile, 2021

Dot Cusmecy AND

Hoytment Arscuet woow

[Ora Hisscrot BRUME DOLLAR]

( Back to Table of Contents )
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5 Bill Payment
5.5.3 Reject (Bi" Payment) (' Back to Table of Contents )

Reject Payment
Mgyt ) W Wortins ) Fejocs Payrert
B Additional Information ~
Lobell togit
Lotel feb 16, 2021
Lty Tieks 16, 2000, LFRIE PM
Latmbs MO TELO0
E] Poyment Details o
Payment Dute et 16, 2001
Paryement Cumenesy o
Pyt Amoant 0000
{Cme: unCPec IRUNLS DPOLLAR ]
Termuts
B Feesinformation A
Fee Armount ENDIO0D
B FReoson For Rejection £
e ¢
Cancelled by chient
T/S00

3 -

Step 4

Click the REJECT button. A confirmation message will be prompted and the request
would be rejected.

Reject Payment
Apokcam ) Monoge Workfow 3 Roject Poyeren

Billl Porymment. Refenence: 200026N0029585

STEP 1 ST 2
COMPMETE

Bl Peyresrt Dofototes LOMENOoES

Reference et

Comporny AR

Pary Fram RCAR / RUCFIO000E / BND / BBE
Bller it Cewede  vinnl] | il ke T?
eand -]

Payrrent Amourt N 10000

Peryeresst Destes k202
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5 Bill Payment

5.6 Search and View Bill Payment ((Back to Table of Contents )

Actions Description

Pending Repair Bill Payment transactions that were sent back for amendments will be listed
(Status under Manage Workflow with Pending Repair status. These records can be
searched and viewed with the Search field.

The Bill Payment transaction that is sent for repair by approver gets listed
under Manage Workflow can be search & view the particular record.

Active (Approved) The active (approved) Bill Payee records under the Payee List can be
Bill Payee records searched and viewed.
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5 Bill Payment

5.6.1 Search - Pending Repair (Amendment)
Bill Payment Records

From the menu, go to Bill Payment > Manage Workflow. The Manage Workflow screen should

be displayed.

Manage Workflow
Sl Poymonts 3 Monogn Workflow

Fitet Tnansetam

£l Perpmant -
Worifiow List

P ——

ODTETUATID RCUZ | MUCTIDO00R | BND / BEE
MATTEATRENSL RCLD  MICHOOO0D |/ INA /SO0
WAL RGLE f RUCRIDOOO |/ IHR / SCR
DRI LTS

FHTIAATTITI RGLEZ / MUCHDO000 J WR / SCR
OIS G

2SS RGUZ

MATZINIAISLE RAR

OOTIEET LT}

COTNEEEIND nouz

If you want to retrieve a specific transaction under Bill Payments, you can search by entering
the Bill Payment Reference, Pay From, Pay To, Currency, Payment Amount or Status in the

respective fields.
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Dee 35 2000
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5 Bill Payment

5.6.1 Search - Pending Repair (Amendment) ————— ((Backto Table of Contents )
Bill Payment Records

For Bill Payment SI, you can use the search field to extract a specific transaction by entering
the Sl Reference, Sl Nick Name, Pay From, Pay To, Frequency, Payment Currency, Payment
Amount or Status.

Click the Bill Payment Reference hyperlink to view more details of that specific transaction.

Bill Poymeant Reference : 2000215154510

o Applicant a & Aucit Trail

i o CRCATIDY

Cesrpesry REUTLI / REUT Creaind ty el

Py From REUE  RUCHEMIOOE / BND | Est Cregind Dole: Fey 15, 200, 5251 M

ﬁ Biller Infommotion ~ ALTHORESED $1af1y

Dilles Duoactsund ( Telsoom / TC Oiler | Selecom B Atalca by ek

Fleeei Fiesded w #usthorised Date: Feby T 202), 0624 AM

[ Additiond Information ~ Stotus Pending Repos
Femanis o i cetals

Leshed] togt

Loteiz Feta 15, 2071

Lobeld Feb15, 2021 42248 PM

Ll B2 00

£l Payment Detoils ~

Betpment Dats. Fabi 15, 3071

Poyment Clmency Bl

Perprmeit Arraemnt wone
fOne Hundred BRUNE| DOLLAR )
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5 Bill Payment
5.6.1 Search - Active (Approved) Bill

Payment Records

Once the Payment is approved, the details will be displayed under Payment List.

From the menu, go to Bill Payment - Payment List. The Payment List screen will be displayed.

Here, you can view the status of each transaction. From the drop-down list at the top of the page,
you can filter the transactions by Bill Payment or Bill Payment SI.

Payment List
0 Borgrreete 3 Poyreost Lict

Hiat Iransocton
Bl Payment

Sacech Bill Poymarts

Poyments List

1 Pyttt Ieseers

2OTHTFTOAG

PHAPTEOZRASET

JOTHHZYIROZEE0E

0TW0FETHIZE

OTNDOZITESSS

UL

20TWAEITOEEET,

N0 LS

HOTWTTTMBORSTS

Py fren

REUR | FUCKI0000Z / INR [ 500

RGLR [ RICTINONGZ / INR | SCA

RGUZ [ RUCHIDOO0RZ / INR [ 5CH

RGUE / RUCKI0000 / BND /
AER

Py b Puyment Do

’ Dec ¥, 2024
Aot fe st 08798

Crzufit Cords/ AutDdel

 Austeliies] AestVET9E AL
Coedit Cards/ AutoBliert

P Dec 3|, 2022
Credit Comds/ VISA, e
B CfbraTilir *:

m:m’r“n’mm"m‘r Ciedit Cams/VISA VB VsoCand  Feb )0, 300
oF sl =y
L= BHD
Cm v Febs 3 2000
BER
Emu.mmfmm Camelit Cards/VISA Vi Fuy 2, 2021
i 4 gt Coedlit Cords/VISAVD VD JonZi 200

RELE [ PUCMO0008 / BND /
Beg
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5 Bill Payment

5.6.1 Search - Active (Approved) Bill ((Back to Table of Contents )
Payment Records

You will be able to view all approved payments in a list. You can also search a specific payment
by entering the Bill Payment Reference, Biller Name, Biller Code, Company, Debit Account,
Payment Currency, Biller Category or Payment Date in their respective fields.

Payment List
Wl Byt 5 et List

Fiter Trmercten

Bl Prsyymant -

Search Ol Poyments ™
Bill Pewymant Referancs Billar Norme

Company * Billss Code

Deoit Account Payment Curmancy

e Cozegony epmart i

Credit Cords 3. Feb 16, 2001 - Feb 16, 2001 ==}

U2 | FUCRIO008 | 8L / Credt Cams/Vish
20ENRUTETIISS o et 1F, 20T L) oo Success -
VDOt

Under the Filter Transaction drop-down list, select Bill Payment SI. The Payment List should
display all relevant standing instructions as shown below.

To retrieve a specific transaction, enter one of the following in their respective fields, SI Reference,
SI Nick Name, Pay From, Pay To, Frequency, Payment Currency, Payment Amount or Status.

= Baigia CX

Conpror Whadrazzcday, February 10,2021 ot LTR26 AM GHT-0800

Payment List
Bl Foymens 3 Foymont List

it Thosoction

Bl Poyment S1 -
Search Fayment St "
IPoymens List T
S Hetetoree Stbecs: Heare Poy brom Foy o Frecpency Pyt Cascy Fapment Armoent St
2020EITIIS00 T ROUTL2 / L Mty Hit w0
20RMOGI2ZA. scitacat RGUTLZ R 500 New Yty WR w000 m

< >

o porpoge 100 T 1-Refd 4 o
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5 Bill Payment

5.6.1 Search - Active (Approved) Bill (CBack o Table of Contents )
Payment Records

In this illustration, the Biller Category and Payment Date are entered.

Payment List
Ol Poymmmss 5 Payrsent Lt

Ao Tronsocton

Bl Payment -

Search Bil Poyments il
Aill Peyyment Refsrores Aiffer Memes

Caompany = Biller Code

Deba Account Poymernt Cumency

ke Custemgeer [reS——

Credit Cords - Fiel 16, 2021 - Fely b0, 2021 ]

Click Search. The filtered transactions are displayed.

Poyment List

Sl Poymonts 5 Powreant List

Hetor Iransacton

Eill Poyment >

‘Searh Bil Paymants Ead
Bill Pewymant Referencs Bilkss Movrmes

Compoarny - Billes Coge

Dbt Account Payment Currency

[iler Cetraery AN

Cradit Cords = Fab ¥, 3001 - Feb 14, 9001 ]

Porprments List s 4
13 ot e Py ot Faymn Py Dase Forymmet Cimpncy Pyt Amocnt St Action
PGLZ | FUCAIDO00E / BMD Coendlit Coacds/ VISR
20NN Feby 17, 2021 (L 4] 10000
i s : . -
Nomeperpog BT 1-1a01
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5 Bill Payment

5.6.1 Search - Active (Approved) Bill

Payment Records

( Back to Table of Contents )

Click the Bill Payment Reference hyperlink to view more details of that specific transaction.

View Payment

» ¥ y

Bill Poymert 1 200

BNDI0 00
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5 Bill Payment
5.7 Edit - Pending Repair Bill Payment Records —— (_Back to Table of Contents )

To edit a Bill Payment with Pending Repair status that was sent back by the approver, the initiator
needs to edit the payment under Manage Workflow.

Under the Action column, click the drop-down arrow, a sub-menu containing Edit or Delete will

be displayed.

Manage Workflow
Bl Faprrest ) Marage Wrkilon

Far Trassoction

il Poyment r

Workflow List

1 e b Pl Py T By

2RWIELTIO RGUL / RUCRID000S /| BND / DOB :‘,’:‘i"-‘m'm
ONN2CATIEARGS ra / n f BCo ?mlgww
FOEHTREIGETL RO/ /R / 50O ?m?m?’m‘
FTWITTIEELTT rEn

AENDATETI R /e S50 EHN Cxmo Mt
2OTNNOIPI2S523E oz

AL R

RATIZIVZIISET RED

F0RC1IINITIITUT fo =t

IRCEZTZGSR0 RE2
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Figure 7: Manage Workflow screen
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5 Bill Payment
5.7 Edit - Pending Repair Bill Payment Records —— (_Backto Table of Contents )

Click Edit. The Edit Payment screen should be displayed. A Reason for Send to Repair notice
will be displayed. Here, you may make the necessary edits.

Edit Payment
»

" »

Bill Paymant Roforonca: 203021815149170

@ ] L ]
sTE STERD
PAYMENT

A P Tor Bent T Amendment - Eor in cletaia

Frumr Fafnranc *
bl

Ctoma Compry '
RGUTILE ) RELD -
| Cosmpy 1D | Company s

Pery From *
RUCTOOONE/RLCHOO008,/ BND/ B8 Q

oot Home / Accou Wt | Curscy / Bank Coda) Clom

FND 32165 48700

£ 6iler Information e

&1 Poyment Detods 5

CURTHA CANCEL

Past Dated Payment - Edit Bill Payment

Past d_qted poyments cannot ° Payment date cannot be a past date
be edited. You will be prompted

with the following message if an
attempt is made.
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5 Bill Payment
5.7 Edit - Pending Repair Bill Payment Records —— (_Back to Table of Contents )

Click Continue. The review screen will be displayed. Here you can review if the information

is accurate.

Bill Payment Referancer 2021021515W05170

@
STER
INTTIATE FAOYMENT
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5 Bill Payment
5.7 Edit - Pending Repair Bill Payment Records —— (_BacktoTable of Contents )

Click PROCEED TO SUBMIT. A confirmation message will be prompted and the edited transaction
will be submitted for approval.

Edit Payment
15l Peymants 3 Lobt Poymens

® [ ] L]
51H1 S S{EP 3
INITIATE PeYMENT REEW COMPLETE

e Shis e . =

Bl Pesprnre Beskrrorecss TR

Reference refiT

Cormpany =T

Pery From RGN/ BUCRINO00E | BND /B3R

Biler Credit Curds ! Autalil !

CRadit Covel Murmbes 5

Perymnt Amowint BND IO00G
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Fee At D T
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5 Bill Payment

5.8 Copy - Active (approved) Bill Payment Records — (Backto Table of Contents )

An Initiator user profile can copy a template which can be used for the same biller, but different

payment amount.

From the menu, go to Bill Payment - Payment List. The Payment List screen should be displayed.

Under the Action column, click the drop-down arrow. The sub-menu containing Copy should be

displayed.

Payment List
&l Poymonse 3. Pmymons Lict

bl Payment -

Search Eil Poyments

Poyments List

B Pyt Retoers Fury Crurn

Py Ter

et Cards AtoBllert

ITHEPTANIRESA RGUT { RUCTINO00 / MG | SCR
ATl /e 9B T9R
3 o Credit Cards/AutoBiller’
T TS HIGUE ¢ RUCHIIO00E/ INE | 38 i i
Credit Cands/ Aussllen
OIS mcu / LT -
RGLR ! RUCKINO00R / ARD Crecfit CordsVISA
NA020FETHOZES
E S FOmnetite:
HGUE Bno B/
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z S Craelit Careli/ A tesillng ]
PDGAILLTRLY RGLZ [ RICTINO00Z / N [ SCR A il i< E ORIV
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E
PN TLDLTTS iy f oot Crecfit CoredsNSANE/E
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FONCTFBIETS Crelit CordsMEAVE/ VeearCard
L)
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5 Bill Payment
5.8 Copy - Active (approved) Bill Payment Records — (Back to Table of Contents )

139

Copy Payment
360 Pyrreras . Copy Paymens.

Bill Poymert Reterencs: 202071 5TIS6S

[ ]
STEN
INITIATE PAYMENT

oa Applicant

Your Mefereon ™
MMOZ02 04633

Chaces Compars *
RCUTIL2 / RGLD

| Company I/ Company Mamo)

Py Fran®
RUCI0006/RUCRICO006/BND, BED

o

(et M Jf Aeveant Wb f Caresees | llonk Code)

BND 5216568100

E| Biller Information

f8) Poyment Details

- o

Click Copy. The Copy Payment screen should be displayed. Here, you can copy details such as
Applicant and Biller Information from selected Bill Payment records. The Payment Details needs
to be entered.

* K] S (o R
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5 Bill Payment
5.8 Copy - Active (approved) Bill Payment Records — (Backto Table of Contents )

Once details are entered, click CONTINUE. The review screen will be displayed. Here, you can
confirm if the details entered are accurate.

Bill Paymeant
] L] L
STEPT STER 3 STEP3
INITIATE PAYMENT REVIEW COMPLETE
ah Applicant &
Frdeanecs MMAOINTILIT
Comgany AGUZ
Py Treen RUCIOON0E/PUCTIOINGR/ TIND, BRl
E2  Biller information ~
Gilles o { Buih Bl BN O Bikersta
Crocit Cond Number k2
(B Payment Details o]
FuprentDute FelT2 2001
Fayment Curency BND
Fayrent Amount BHDI0O00
[Ons Hundroc BAUNEI DOLLAR )
Remarks Memthly panment
B Additional Information A
Lol tegt
LabelZ Feb 13 2000
Lesbesx Fel 12 2021, B4 &1 &M

Lisbesdds BNDZ33300

|
o e

Foe Arvewnt BNCI0.00
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5 Bill Payment
5.8 Copy - Active (approved) Bill Payment Records — (Back to Table of Contents )

Click PROCEED TO SUBMIT. A confirmation message will be prompted and the request will be
submitted for approval.

Copy Poyment
P Brayronts. 5 Copy Paymeont

Bl Poyment Referance: 20Z1021751157673

® [ ®
CTEF STER TER 3
INITIATE PAYMENT REMEW COMPLETE
° ¥ he= wpproval.
Tl Pyt Boboreres IO
ke MMOZ0ZIAIT
Campany RGLEZ
Py From RGLEZ // RUCFIODO0S KD 108
Ttk o i NOpen |
Crecit Coneed Nrroe "
Fesprvenl Arecurt. BNDI00.00
Fayment Doe T-Feb-20E
Fee Amount MO 10

Delete- Pending Repair (Amendment) Bill Payment Records

Under the Action column, click the drop-down arrow. The sub-menu containing Edit and Delete
will be displayed.

Manage Workflow
0l Proymants , Monngs Workfime

e ronsoction
Bill Peryrmest
Workflow List Selact Sanrck Y
38 Py veerc Fay tayraent Cor P t " sions At
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el o omen = .
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S— s = L
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JRm— o o 2 [ om | B
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5 Bill Payment

5.9.1 Delete - Pending Repair (Amendements) ———
Bill Payment Records

Under the Action column, click the drop-down arrow. The sub-menu containing Edit and Delete

will be displayed.

Manage Workflow
81 Foymonts 3 Moroge Wordiow:

Rl Trannston

Bill Peryment -
Worflow List

T Paymerit R Py Fraam

OIS RGUZ,/ RUCRIONO0Z MR/ 500
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HustBiller Lt PETTR
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NI Rewz
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5 Bill Payment

5.9.1 Delete - Pending Repair (Amendements) ———

Bill Payment Records

Step 1

Click Delete. The review screen should be displayed.

Step 2

ROSAL  RUGHIODOOE | INF /501

‘Credt Conts [ ALEoDEe | Aunoliled | == FITvE

(Dne Hundned INIAN RUPLES |

Click Delete. The review screen should be displayed.

( Back to Table of Contents )
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5 Bill Payment

591 Delete - Pending Repair (Amendements) ——— (Backto Table of Contents )
Bill Payment Records

Step 3

Click the DELETE button. A message will be prompted to ensure that your request is
confirmed.

Delete Confirmation

Are you sune wont o dobeie this poyment?

Step 4

Click Yes. A confirmation message will be prompted.

Step 5

Click OK to close the window.

Status

o Your Poyment hos oo siocesdully deleted
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6 Beneficiary Management

6.1 Create BeneﬁCiCII’y ( Back to Table of Contents )

Under the left panel menu, go to Beneficiary Management > Create Beneficiary.
The Create Beneficiary screen should then appear on the right side of the screen. Fill in the
necessary details.

= Dot PP

p— Besturder, Februry &, 20 ot L3671 FH GHTH0860

Roforanca :

® L *®

STER | STER 3 EP Y

CREATE BEMEFICIARY REVIEW COMPLETE

2 Benmficiony Main Informetion e
ety o
Domestic -
Transfet o *

(#) SomeBonk () Otheriank

Bonaficiry Mick Nama *
Beneficiory Account Number ©
R ode » Berefiiony Name *
&) Sopteqes
[ Beneficiory Cortoct Detoils v
B ervicn Request
; B Beneficiory Addtional Dot W
Toxky
BB Boneficiary Bank lnformation v
- e w
[ togenn Tk T
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6 Beneficiary Management

6.1 Create BeneﬁCiCII’y ( Back to Table of Contents )

The Beneficiary list section is where you can view all the created beneficiaries so that you can
transfer funds to them. See below on how to create a beneficiary.

Mandatory
/ Optional

Fields Description

From the drop-down list, select Domestic or International
Beneficiary Type # Mandatory
Domestic — transfers that are carried out locally, within the country.
Beneficiary Type *
Domestic .
Transfer To *
@® sameBank (0) Other Bank
International — transfers that will be sent overseas, to
another country.
Beneficlary Type *
International -
TransfarTe Under Domestic, there is a Transfer To requirement. Here, you will Mandatory
also need to select whether transfers are within the "Same Bank" or
to "Other Bank”.

Transfer To *

@ Same Bank O Other Bank
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6 Beneficiary Management

6.1 Create Beneficiary

Fields Description

( Back to Table of Contents )

Mandatory
/ Optional

Beneficiary Type Same Bank

Enter the Beneficiary Nick Name and Beneficiary Account Number

and the rest of the details will auto-populate, including the
Beneficiary Name, Beneficiary Contact Details, Beneficiary
Additional Details and Beneficiary Bank Information.

Other Bank
All required information must be inputted manually.

Beneficiary Nick Name Enter a preferred name for the respective beneficiary so that you

can remember it easily.

Beneficiary Account

Number Enter the account number of your intended beneficiary

Beneficiary Name Enter the correct name of the beneficiary.

*This should be auto-populated for Same Bank beneficiaries.

147

Mandatory

Mandatory

Mandatory

Mandatory
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6 Beneficiary Management

6.1 Create Beneficiary

Beneficiary Contact Details

Create Beneficiary
| BeaehCiory Munogersent ¥ Ceeote Denehikny

Benaoficiory Reforenco 1 2022011053426235

L
STER 1
CREATE
BENEFICIARY

o Beneficiary Main information

B2 Beneficiary Contact Details

At

Mo 1 lalan Tutong

STEP2 STEP3
FEVIEW COMPLETE

Ardchs (Line 2}
Bandar Seri Bogawan

Country
Brunei Domssalam

et Telephore:
MCIE] 1234547

+61% v LAFROOY

B Beneficiary Additional Details

B8 Beneficiary Bank Information

U

Fields Description MondgtOry
/ Optional

Enter the address of the beneficiary (for Other Bank and International

Address transfers only) Mandatory

Address (Line 2) Enter the beneficiary’s address that could not fit into the first line Optional

Country From the drop-down list, select the country of the Beneficiary's Mandatory
account is maintained

Telephone Enter the Beneficiary's telephone number Optional

Mobile Enter the Beneficiary's mobile number Optional

Baiduri b.Digital Business User Guide

( Back to Table of Contents )

148



6 Beneficiary Management

6.1 Create Beneficiary

Beneficiary Additional Details

[ Create Beneficiary
| | »
|

Benoficiary Roforonce @ 20220TI053426235

L
STER1 STER 2
CREATE REVIEW
BENEFICIARY

ow Beneficiary Main information
B Beneficiary Contact Details
B Beneficiary Additional Details

Frreil 11y

aboEryzomm

Tax I

[ seneficiary Bank Information

CE

Fields Description

( Back to Table of Contents )

STEP3
COMPLETE

Mandatory
/ Optional

149

Email ID Enter the Beneficiary's email address, if available

Tax ID Enter the Beneficiary's Tax ID, if available

Beneficiary Bank Information

Bank Cowntry * -

Optional ‘

Optional ‘
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6 Beneficiary Management

6.1 Create Beneficiary

( Back to Table of Contents )

Fields Description Mondgtory
/ Optional
From the drop-down list, select the country where the Beneficiary's
Bank Country bank is located y * Plendatory
For Domestic Transfers, the Bank Country will be defaulted to
Brunei Darussalam
Country Enter the name of the Beneficiary’s bank where the account is Mandatory
maintained
If the Banks are not listed in the dropdown, user may select "Others”
and to provide the details as below:-
—
OTHER | Bank Code: OTHER Q
P
Bank Name *
SWIFT Code / Sort Code / BSB No *
Hote: Plaass use thes feid o npet swift / Bsb/ son code os oppicobie for the bank ooy
Bark Acdress
Bank Code This section will auto-populated when Branch is selected Optional
Bank Address This section will auto-populated when Branch is selected Optional
Branch Enter Beneficiary bank's branch name Mandatory
Branch Address This section will auto-populated when Branch is selected Mandatory

The overall Review screen should be displayed after clicking CONTINUE.

Here you can verify the overall details that you've previously inputted before clicking PROCEED TO

SUBMIT. Otherwise, you can click BACK to make amendments or CANCEL.
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6 Beneficiary Management

6.1 Create Beneficiary

151

Create Beneficiary
Henchoary Morogoment 3 oo Bonefoony

& Beneficiony Moin Information
Benehiciony hoe

Trwualir T

Asnuficiy Nick Bome

Benehciry home

Beincfiory Ao € Hunds
[ Beneficiary Contact Details

Addrem
Adwres: (e 1)
Countiy
Tedoplarie
Mobie

BB Beneficiory Addmtional Detoils
Ll 3
Tux D
B Beneficiary Bank Information

Dank Ceuntry

Fank

STEPZ

Dermesstic
Dithees Bk

ABE Compeary

Mo 1, Jkan Tutang

runes Dusssaam

+ETA- TEBAGET

A5 SHIEOY

vt Durssciurn

Texrk beberrn Aranes Dan mscdom

(i)

( Back to Table of Contents )

e 3
COMPLETE

After clicking PROCEED TO SUBMIT, a Confirmation Message will be prompted on the screen. At
this point, your entry is complete. From here, you can click ADD ANOTHER BENEFICIARY to create

another beneficiary.

STEP3
COMPLETE

@ o ; b -

Beraficiry Refemnon

Berudiciry Haie:

Borudficiry Account Haminr

Bork Cuurkry

HOTENSR0506.

Brunei Desrunessiern

Dk Eshom Druned Durusssion)
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6 Beneficiary Management

6.2 Edit & Delete Beneficiary

From the menu, go to Beneficiary Management > Beneficiary List.

toee: ABC COMPANY

= Dagea

|
Beneficiary List
Monckcian Manogomant 3 Ronohcary Lict

I Saarch Banoficiory

Beneheinry Refomnce Bansficiany Accourt Number

Bermesficiary Nick Name Bari

Beneficiary Name

20Z0TBWIF0NI6 ABC Company ABC COMPANY 123456789 Bark siorm Brunei Dansssalam:

2OM0E0GATITRIT MYTWO P Fircdors. B OF Hj Mo lsmail 12345521 Do sk B Dususelon

Under the Beneficiary List section, these functions are available.

Description

Filter Beneficiary Hide or unhide columns with this icon Y
column name (v)

Search Beneficiary
Account number or Bank in the respective fields.

Retrieve specific Beneficiary records by entering the beneficiary
Reference, Beneficiary Nick Name, Beneficiary Name, Beneficiary

= P

Tanedy, drmuacey W, O ot FLFAT P GHTIORIG

Y
| memE | v
e

| e -

womeporpoge- 00 T (-refr @ o o

Mandatory
/ Optional

Mandatory

Mandatory

= BDague LR
e et by, s i

BorefAciory List

et ety

Hersdcwry budumanse. Hmthciory Aenannd bhamdue

iy bk [ —

ot

S

Bonciony ti1

Torr— Sy - o v L oEm

Beneficiary List screen
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary

153

Edit a beneficiary
Under the Action column, click the drop-down arrow to show Edit and Delete function.

= Daigia

ABC COMPANY

Beneficiary List
Tenohciony Monagomont 3 Bonoficiony Lst

Saach Beneficiory

( Back to Table of Contents )

Beneficiony Account Number

= P

Py, Jenuery 18, 2082 of 2068 P G 000

Beneficary Mick Hame

Bank

Bonaficary Narma

ABC Connpecrty

YT

cicny Name

ABC COMPANY

Ma Firdaus Bin 0P Hj Mad lsmail

Bemi ukarn Bruns Desrussalom | NTTVE -

Bt iskarn Srunet Dorussalom - ACTIVE

Figure 20 — Beneficiary List screen
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary (_Back to Table of Contents )

Click Edit. You should see the Edit Beneficiary screen. Here, you can edit details including
Beneficiary Nick Name, Beneficiary Contact Details and Beneficiary Additional Details.

‘Ebdigit_nl = P

| Corp g - ABC COMPANY Tunsciry, Jonuarny 1, 2022 of ES5T P G000

Edit Beneficiary
Borofcony Mancgement ) Beneficiory Lt > B Benafciony

®
STEP1 STER2 STE 3
EDIT BENEACIARY REVIEW COMPLETE

-.- Benoficiary Main Information

lieneficiary Mck Moma
ABCD Compary

tienehciary Account Mumbes *
2545687

Ty o *
ABC COMIPANY

B2 Boneficiary Contact Details -
= seneficiory Additiona Detalls "7

B2 Bereficiary Bank Information "

- -
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary

155

( Back to Table of Contents )

Once you've made the amendments and edlits, click CONTINUE. You should then see the Review

screen. If all details are correct, click PROCEED TO SUBMIT.

’ = Do
2 O

|

Edit Beneficiary

llermiciory Monogemars 3 it Bonoiciany

200

STHRY
EINT HENEFICINRY

o EBeneficiary Main Information

Dencficiary Type

Deneficiony Hick Hame
Dencficiony e

Deneficiony Account Nuimbey

B Eeneficiary Contoct Datoils

B senaficiary Bank Iformation
Bairk Ceurdny
Bork

Durk Addrees

Durk Cede

ABC COMPANY

B D scsdien

Flank seiewn Bnased Dorueesienn

Figure 22 — Edit Beneficiary screen

STHET
FEVEEW

=P

Persday. Soruony I 1T ot ANTHE P GM1 40800

S
COMMETE
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary ((Back to Table of Contents )

The Beneficiary's details should be updated and a confirmation message is prompted.

= Dasica L

st Soirdoy, Fetanony 6 2021 a1 31473 #M GMT+03.00

Conproe [ Capue

Edit Benehciary
Bonociony Morogersont 5 Edet Benafciony

Hanefaory Reference * 2020072155061525

SIEP Y SR 2 ST 3
EDIT SENERICIARY REVIEW

@ o e
Bensfeory Retersecs 202007ZSS0HTS
Benehcory Name e
Renebiciony Acenunt Nursbet ORMSLIIINZ
Berk Country BwNe
sork DANK OF BANKING
Borik Code: 838
B
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary (_Back to Table of Contents )

Delete a beneficiary
Under the Action column, click the drop-down arrow to show Edit and Delete function.

Click Delete. You should see the Delete Beneficiary screen where you can review their overall
information.

‘Ebdi;i_ul =P

ABC COMPANY Taumerkny, dnmuany 1, 300 o Tothicid P G MTS OO0

Delete Beneficiary
Denoficry Managemert 3 Doscficarylist 3 Cekote Dondficiany

S SNT837

- Bonaficiary Main Informarion ke
Bereficiry Types Doeste

Traifer T Oty Dank

Dereficiary Nick Mo HTWO

Dereficiany Humes A Frdtaus Bin OF 11 MG el

Derehickry Accous Nunies RN

B3 Bonoficiary Contoct Details -~
Adnr Mo NG Godong

Addiroves e #

Courtry Hrurwes Dorussobomn

Tekphores

Habic

E Beneficiary Additional Detois =¥
Lrvad I3

Tm D

B Eeneficiary Bank information Lo
Durk Couwrdry Buuswci Duruncubon.

Dok Duek Iskam Drusws Dorussaom

Bork Acpess Do

Nork Coon oo

[ =~ I
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary ((Back to Table of Contents )

Click the DELETE button. You should be prompted with a confirmation message.
Click YES if you wish to proceed to delete the record.

The application displays the confirmation message as shown below.

Delete Confirmation

Are you sure you want to delete this beneficiary?

NO YES

A confirmation message will be prompted.

Status

0 Your reguest for beneficiary deletion has been submitted for approval

Baiduri b.Digital Business User Guide 158



159

6 Beneficiary Management

6.3 Search and View Beneficiary ((Back to Table of Contents )

Search and View - Active Beneficiary Records

From the menu, go to Beneficiary Management > Beneficiary List. You should see the

Beneficiary List screen and view the list of Beneficiaries and their status.

Search Benaficiory o

Boncheiary Roaroncs Eanstciary ACCOunt Mumbsar

Benaficiary Nk Hama Eark "

ANBRLEENNN0 Sobwan Md Sofwein 1238 BARCLAYE DANK L -
ARSI Eoe T Cre T Sein b TeEATZIEL Bk lsomm B Chorseckom -
3L EETEFT0 azg ALE Scd Bhol TasLgILY ok bcem e Drrumnlam -

Functions available under the Beneficiary List screen.

Actions Response

Search Search for a specific beneficiary with the Search Field. Use the drop-down list
to filter results.

Reset Resets the page

View The Beneficiary Reference hyperlink leads to more details of the beneficiary
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6 Beneficiary Management

6.3 Search and View Beneficiary ((Back to Table of Contents )

Click on an individual Beneficiary Reference hyperlink to view more information. You should be
lead to a page with more information.

View Beneficiary
>

¥ Ch List 3 View oy

Beneficiory Reference: 123123456321

& Beneficiary Main Information

Boroficiary Type Desrrasstic:
Trarsfer To Other Bonk
Egnaficiary Nick Norme Mohd Al
Beneficiary Name Mohd Al bin Arif
Bervelciary Accounl Hutils: S124123854

B Beneficiary Contact Details

Actchrers Na T, H@ Gadang
Actcbrons, [Linss 7)

Country Brunai Dorussolom
Tedephone

Mobils

B Beneficiary Additional Details

Emil I

T 1Y
B Beneficiary Bank Information

Brwilk Countiy Brundai Danrssolom

Eonk Bonk iom Brunsi Dorussolam

Figure 22 — Edit Beneficiary screen
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7 Bill Payee Management

7.1 Bi" Payment SerVice ( Back to Table of Contents )

This service allows you to pay various types of bills, including:

*  Baiduri Bank credit cards

e  Baiduri Finance Hire Purchase
 Utility bills (water and electricity)

* Phone bills (DST, Imagine and Progresif)

You will only be allowed to view the beneficiaries that you have created under
your own unigque ID.
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7 Bill Payee Management

7.2 Create Bi" Payee ( Back to Table of Contents )

From the menu, go to Bill Payee Management > Create Bill Payee.

E L L8 (oI N e | B
B Doshboord =
E " s " Operative Accounts
Accourd Humber
= Transfers o

<,_$ Bill Poyments v> O30OD0LTTRE
O300TI0LT7RIE

.!!l'. Beneficiaory Manogement -

DROMOGTIESE
E Bill Poyes Managemant - O3OETI0ATIESE
OMIETHIGTIRE
4 Bub Tronsters A
@ raywol v
B repons e

A unigue Payee Reference will automatically be generated during this process.

Create Bill Payse
Tsllor Poyea Monogomont 3. Cmato il Prmyea
* Mok o oo manactony
Poyee Reference: 2000710957080
° L] L]
ETEM ETEP2 ETER ]
'CREATE PAYEE REVIEW COMPLETE
B bif Payee Information e

Biller Payee Mick Nome *

Choosa Biller Cotegory * -

Choose Biller rorme * =

Biller Cocka

Create Bill Payee Screen
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7 Bill Payee Management

7.2 Create Bi" deee ( Back to Table of Contents )

Bill Payee Information

For an explanation of the Bill Payee Information fields, refer to the table below:

Mandatory / Optional/
Auto-populate

Fields Description

< . Enter a preferred name for the Bill Payee so that Mandatory
Al Pryyen HickNome you can remember it easily.

Choose Biller Category Select the Biller Category from the drop down menu list. Mandatory
Choose Biller name Select the Biller name from the drop down menu list. Mandatory
Biller Code Biller Code The Biller Code is auto-populated when the Auto-populate

Biller Category and Biller name are selected.

Enter the account number of the Biller selected. Refer to

Account Number Appendix XX for sample of billing accounts and billers.
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7 Bill Payee Management

7.2 Create Bi” Payee ( Back to Table of Contents )

Biller Category: Credit Cards

To create a Bill Payee for credit card, you must fill in the relevant fields and enter the 16-digit
credit card number under the Card Number field. Then click CONTINUE

* Morked frelds e mondatory
| Payee Refarence: 2022030736063263
®
STEP1 SIEP2 STFPX
CREATE PAYEE REVIEW COMPLETE

ES Bill Payee Information )
ikt Paryioie Nick Mo *

TESTI

Choose Biller Calegosy *
Credit Card -

Chooe Biller nome *
Mastercard -

ik Coche
MASTER

Curd Marmibes *

S5167111189281248

Create Bill Payee Screen
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7 Bill Payee Management

7.2 Create Bi” Payee ( Back to Table of Contents )

On the Review screen, only the first and last 4-digits of the credit card number will be
displayed, the remaining numbers will be masked. If all information is correct, click
PROCEED TO SUBMIT.

Payee Referonce: 2022030735953253

@ @
STER1 STERP2 STEPZ
CREATE PAYEE REVIEN COMPLETE

EB 8ill Payee Information ~
Biller Payee Nick Name: TESTI
Biller Category Creclit Card
Biller Hame: Masterarc
Biller Code MASTER
Cord Humber SI57xxnxxxax 1248

] oo
Create Bill Payee Information screen

The Bill Payee will be sent for approval after the credit card numiber has been successfully
validated by the system.

Review

The inputted details will appear in the Review screen.

L ® [ ]
STER STER 2 STEP3
EATE PATEE REVIEW. COMPLETE
B 8l Payes Information L
s Prayes Hich ficrme: MMODFOD
i Caziesgary Credit Carts
il baame A Dl
Diles Code =
Cord Bumier g -
B Additional Informiation A
Libedl togit
Latbel2 Feb 6, 2001
Labeld Fib 168, 2071 123952 PM
Lkt ENDZ 33300

Create Bill Payee review screen
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7 Bill Payee Management

7.2 Create Bi" quee ( Back to Table of Contents )

Under the Review screen, you can perform these functions:

Actions Response

Proceed to Submit Submit the completed Bill Payee information request.

Navigates to the previous screen where the user can review or edit the already

Back entered details.
Cancel Cancels the Bill Payee request.
Complete

Click the PROCEED TO SUBMIT button to submit the request. The confirmation message will be
prompted on the screen.

Payee Reforsnce: 2OZ0NG05 004G,

L] L] L
STER1 STERZ £TER 1
CREATE PAYEE HEVIEW COMPLETE

a e oppeovl.

Peryoe Buderarcss NI EISIORLAL

Blber Pugpse Mk Hurme MMOBPOT

Ml Gotegory Credil Cords

et VESA Biler

il Coeten EA

Cord Nestribaes b

e

Submit Success screen

Actions Response

Create Another Bill Payee Leads you to create another Bill Payee.

Baiduri b.Digital Business User Guide 166



167

7 Bill Payee Management

7.3.1 Edit - Bill Payee Records

The Bill Payee records under the Payee List can be edited.

( Back to Table of Contents )

Under the menu, go to Beneficiary Management > Payee List.
You should then see a Payee List screen.

Payee List

Biles Poyes Monogemant > Popee Let
Search Payec ~
Payee Reference Biller Name
Biller Payee Nick Name Biller Code
Biller Category -
N -
Payee List 7
Poyee Reference Edlzr Poyes Nick Marme Biller Category Bilsr Mome Biller Code Stotus Action
200MECTISH5I25 TEST1 Credt Card MASTER MASTER -
202M20823120961 REFC Membership Fees Royad Brunei Yocht Club REYC b4
2020085014530 Imagine Telecommunication Services Imagine: TEHLB -
202N00045708500 JKR Government Services HR JER -
202MD08A52IST HP Hire Purchase: HP HP -
200M00845065345 TAR Government Services TAP TAP -
20N0MELIBOLTIS DsT Telecommunication Services DsT DsT -
20M090633TLLF0 ASTRO TV Subsciiption Services Kiistal Astro KASTRO -
20N09061018T3264 Richtand Insurance RICH RICH -
20N0B30ETETRI0 Jis School Fees JE a5 -

It por poge 0w 1-W0a12 |4 ¢ o: > M
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7 Bill Payee Management

7.3.1 Edit - Bill Payee Records

Step 1

( Back to Table of Contents )

Under the Action column, click the drop-down arrow to show Edit and Delete

Search Payes

Pavee Reference Biller Name

Biller Payee Nick Name Biller Code

Bifler Category -

=

Payee List

Poyee Referencs Biller Poyes Mick Mame Hifier Cotegory Bilfer Mame Biller Code
2022030735953153 TESTY Cradit Card MASTER MASTER
202N20623T120961 REYC Membership Fees Royal Brunei Yacht Club REYC
202M00BS0I24530 Imagine Telecommunication Services fmagine TELB
2021100855708500 JKR Government Services JKR KR

Baiduri b.Digital Business User Guide
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Stoxtu Acticn
B -
Ediit
Delete
-
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7 Bill Payee Management
7.3.1 Edit - Bill Payee Records (CBack to Table of Contents )

Step 2

Click Edit. You should see the Bill Payee Information screen where you will only be
able to edit the Account Number field.

Edit Payee
Biler Povee Monogement » Fayee List > Edit Payee

" Markesd fieds cne mandiatory

Poyee Reference: 2021120623120961

STEF1 STEP 2 STEP3
EDIT PAYEE REVIEW COMPLETE

EB Bill Payee Information )\

Bilier Payes Hick Rarme *
REYC

Choose Bllor Category

oo Billa nome

Royal Brunei Yacht Club

Biller Casches
REYC

Aceount Number

0122345666664

R -

Edit Payee Screen

Baiduri b.Digital Business User Guide



7 Bill Payee Management
7.3.1 Edit - Bill Payee Records (CBack to Table of Contents )

Step 3

After making the amendments, click CONTINUE, you should see the Review screen. If
allinformation that you have updated or modified is correct, click PROCEED TO SUBMIT.

Edit Payee
Biler Payee Monogement » Popee Lst 3 bdit Poyes

Payee Referance: 202T120623120061

& &

L =

STEP STEPZ STEP3
EDIT PAYEE REVIEW COMFLETE

B2 Eill Payee Information Lo
Billar Payes Nick Nomes. REYC
Biller Cotegary Membership Fees
Biller Home: Royal Brune Yocht Clib
Biller Code REYC
Account Humber Q22345666587

Edit Payee Screen

Step 4
The confirmation message will be prompted on the screen.

Edit Payee
Bilker Poyee Manogement » Payee List > Bdit Poyee

Payee Reference: 200M120623120961

- . &

L v L
STER1 STER 2 STERP3
EDIT PAYEE REVIEW COMPLETE

@ vour Pavee has heen approved.

Payes Referance 2021120623120961

Biller Poyee Nick Name REYC

Biller Category Membership Fees
Biller Foyal Brunei Yacht Club
Biller Code REYC

Account Numniser 0122345666667

Edit Payee Screen
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7 Bill Payee Management

7.3.2 Delete - Bill Payee Records ((Back to Table of Contents )

Delete - Bill Payee Records

Under the Action column, click the drop-down arrow to show Edit and Delete function.
Click Delete if you wish to delete the record.

You should be lead to the Delete Payee screen. Click DELETE at the bottom of the screen.

Delete Payee
By Prpos Hurogument 3 Horegs Workdos 5 Dehets Papes.

Pyee felensnce | 200T60253829552

‘ Bil Payee Information s
Dler Pryess ik Home: millerfuto

Ellcr Cortesggany Ceweht Comcts

Cre Bt Comed Musriboes £

m

A confirmation message will pop up on the screen.

Delete Confirmation

Arc you sun you wart to dolote this poyoe?

Delete Confirmation message
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7 Bill Payee Management

7.3.2 Delete - Bill Payee Records ((Back to Table of Contents )

Actions Response

No You will be lead to the previous screen and the record will not be deleted.

Yes The record will be forwarded for approval to be deleted.

Stotus

o Yo Prrgee dededion with reference 20TIG0ES5ISE244 hors boen submitied for approval.

Deletion Status Message
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7 Bill Payee Management
7.4 Search & View Bill Payee

Actions

( Back to Table of Contents )

Description

Search and View — Active Bill Payee Records

Search and view active Bill Payee records under the Payee List.

Once a new Bill Payee has been created, it will appear under Payee List.

Under the menu, go to Bill Payee Management > Payee List. You should view the

Payee List page where you can view the full list of payees and their corresponding status.

Payee List

Eillar Pesys Managamant > Payss Litt
Search Fayee e
Payee Reference Biller Name
Biler Pavee Nick Name Biller Code
Biler Category -
N -
Payee List k4
Poyee Reference Bilier Poyes Nick Nome Biliar Category Biller Nams Biller Code Stotus Ao
RAEOTIZNRIINT TEETY Cradic Cord MASTER MASTER -
2EN20E2TI20561 REYC Membership Fees. Royad Brenei Yocht Chib REYT -
HITOOAS0T2A530 Imagine Telecommunication Senvices Imagine TELB -
2CN00845F0ES0D JR Govemnment Services R JKR b 3
HEN00BAEZITN2 HF Hire Furchase HP HP -
2ET00BAS04E3LS TA Govemnment Sarvices TAP TAP -
20TELIBOLTRE DETY Telecommunication Senvices DET DsT -
2AD0F0STITSLLF0 ASTRO TV Subscrption Services Kristol Astro KASTRO -
D0P0SI0IETE28, Richlard Insuronce RICH RICH L -
HRIOEIOSNETEZ0 s School Fess s ;S ACTVE |J -

—_—_—

173

femsperpops T Y 100 4 € oz > M

Payee List screen
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7 Bill Payee Management

7.4 Search & View Bill Payee ((Back to Table of Contents )

You can perform the following functions under the Payee List screen.

Actions Response

Search Search for a specific Payee with the search field. Filter searches with the drop down menu.
Reset Reset the contents of the page.

Filter Biller Payee Hide and unhide the column name using (¥) icon.

column name (Y) :

View The Payee Reference hyperlink is used to view the records.

Under Bill Payee records, if you wish to view a specific record, you can search for it by inputting
the respective Payee Reference, Payee Nick Name, Biller Category, Biller Name or Biller Code.

Step 1

Enter the required details under Payee Reference and Biller Payee Nick Name. Then click Search.

Payee List
Blar Poyee Marwgermnl | Poyes Lt

Sanarch Payes

Payee Hesronce ey Py iice bome tilkey Comegpary ik Borre e Cooe St Pctien

WA

20O Ll L] Creon Conts L]
TN Fillerhute Cracil Cods Bl e ANCCper BitofileIROOpen CACTHE -

OISR OffireTiks Crocht Casds ve [T i H

20D PO trmodbang FIOOMLNE FILOFLNE

lemsporooge BT |-sath

Payee List screen
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7 Bill Payee Management

7.4 Search & View Bill Payee ((Back to Table of Contents )

Step 2
You should be able to view the requested details under Payee List.

Payes List
Hiller Foyoe Monogenert  Poyoo List

‘Semch Poyes o

Payee Refersnce [fler Mame

Ul Peryoes Bk Berme.

Bilhes Curtesgoey

Paryes Ihedorems Billes Pty Fiuk Hurme Gl Cesteygany Dl M ikt Tt Dtuties

Payee List screen

Step 3
To view more information, click the Payee Reference hyperlink.
Step 4

You should then be able to view more information as shown below.

View Bill Payeeo
e » Payos izt i
Poyea R n
& Bill Payee Information i
Biller Poyes Nck Rome MMOEEDO
Diller Cuteguuy Creit Cumda
Biler Horre Ve
Biler Coctis wisa,
Card Nufrter F.i . i At
nACE

View Bill Payee
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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.
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8 Payroll

8.2 Preparing YOUI’ derO" ( Back to Table of Contents )

You can upload the payroll file using the formats iFile or CSV. You will need to prepare details of
the payroll in the format (Sample of Payroll File) and save the file as an Excel Spreadsheet in CSV
format.

Flle  Home Inseri Page layoul Formulas Dals  Revew  View  Help - Comments 3 Shane
- L:LCU‘ Calibe 1r AT = ;| #r s P Wiap Tewt General - ﬁ % @ E @ E )E_Iamoium - %? /C)
oo Ecopy = = i Ftx =
TV o e e - — = == o i ” =0 W Conditenal Formatzs el Ingest Defete Farmat Son& Fnd& | Analyze
& rormat ey | © L L [ a- = =2 = o= scente $ 4% 3% N | Gt~ Wb~ Sykss | = = - | €0t froe - | s
cipbanrd & Fant [E] tkgmen; & Haumber [ Shie cebe Editing snalysis | Seritivity ~
(i;‘. POSSILE DATA LOSS  Sofrme fagtunes might ha 5os 11 o sae (e workboaok in 1he comma-desimited £.osy 1omiat, To g I it i 5 Bl e Tewriat DanT show agaln Save 5. | ®
G20 o e v
4 A | B | c 2} el o G H [ (S ¢ L A 2 S B = [ I T R T Y
1 EMP_NC EMP_NAME BANK_NAME 'ACC_NO AROUNT
!_ 1001 Baldisrl Account Name  BEB 100553000000 1100
i 1002 Baiduri Account Mame BB "101000000000 1200
| 1003 BIBD Account Name BIBDENER 1234567850 300
5| 1300 TAIB Account Name PTAIBNBE 1234557850 3000
6 301 AMED Acceunt Name  AMBOBNBB 12334567850 =00
7 222 RHE Accoint Name RHBENEE 1234567850 5000
8 GO001000 SCB Account Name SCELBNEB 1234567850 1600
9 | 1233560 LOB Account Naie UOVEBNBC 1234567850 2000
10| 1230557 Maybank Account Name  MEBEBNEB 1239567850 1500

17 * Blease snsure the full azcount number is inputted with an apostrophe at the beginning ie. "010100100, Paase debete this line befare saving your CSV file
2
13
"
15 |
16
17|
18|
19
20]
21
2
)
21|
s
26 |

Sample File v3 (1) [ (3} [ T

Sample of Payroll File

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

| Sample of payroll file - Notepad

File: Edit Format View Help

hFH,IFILE,CSV,ABC?480@9@1,BNHBﬂPGBNB@2237923JOCT 2816 - 1,2016/18/16,18:01:14,P,1.9,16,
BATHDR,ACH-CR,14,,,,,,,815TEg,20161621,0022379231128,BND, 16188, 31, , ,BN,HBAP ,BND, 16188.31,Baiduri Bank,,,,,PAl,,
SECPTY,©140306123456,A1bert ,@@385887,002, ,,1, 45555 sMNMNy 444,
SECPTY,©1081213123456,Bernie,@0410110,007,,,1.5,,,,,,,0M,MN,,,,,

SECPTY,@187238123456,Cassandra,302162088,004, ,,5,,,,,,.M,M,,,,,
SECPTY,@183208123456,0errick,00871281,8085,,,3.55,,,,,,,M,M,,,,,

SECPTY, 0150322123456, Evelyn,@8395868,806,,,2.1,,,,,,,0M, ..,

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 matches the way they are with their bank account. This
will help to avoid transaction being rejected.
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8 Payroll

8.3 Create qurO” ( Back to Table of Contents )

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

Create Payroll
Poyroll 3 Create Pyl

* M Bkl ores cnedisiony

Payroll Reference : 20220413105936705

L
SIEP STEP2 STEP 3
INITIATE PAYRCHLL REVIEW COMPLETE

@ Payroll Details ~

File Description ™

@l Payroll Header V"

Payroll details

Description Mandatory
/ Optional

File Format 1Chosen between 2 types of formats in the dropdown

ist:

 Payroll with iFILE Mandatory

= Payroll with New Payroll File - CSV file format
File Description Enter the file name. Mandatory
Sample File ... Download the sample format in your chosen format. Optional
Browse Upload your prepared payroll file through the Browse button. Mandatory
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8 Payroll

8.3 Create qurO” ( Back to Table of Contents )

Payroll Header fields

Fields Description @g;‘:;;t:’q’?

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 ¥ Create Poyll

Payroll Reference : 1234567850

[
STEP1
INITIATE PAYROLL

@l Payroll Details

File Fearnat *

Payrall with New Payroll File g

File Deszription *

TestingPayrcll

+ Sampie Fis
s file will be supporied

gl Payroll Header

Chooss Camparmy *
BD123/Zero One Two Sdn Bhd

[ Company I0 ¢ Compary Homea)

Pay Fram *
'AGB Sdn Bhd/12345678/BDN/BD

| P

IAccount Name ¢ Account Number ¢ Currency / Bonk Codel Gl

D o

BND

BND -

Poryment Diate *
2022-04-18 =

el Saoaey *
1000.00

Mumibed of Record in Fie *
FA

al

Baiduri b.Digital Business User Guide

( Back to Table of Contents )

* Moot Fuskds e mranddtoes

STEP 3
COMPLETE
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8 Payroll

8.3 Credte pqer” ( Back to Table of Contents )

Review the Payroll Details

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.

@ Payoll Details £
File: Format Payroll with New Payioll File
File Mame TestFia ooy
Cornpany BD123/Zero One Two Sdn Bhd
iy Facen A&R Sdn Bhd/12345678/8DN,/BD
Upload Dots Apx 13, 2022
Peayments
Bonafer lo Mo of Hecom Srymant Cumerey Amaount
Within Howk 2 BN 50000
Other Bank 2 BND 50000
@ Record Details ~

Totol Mumber of Records u

Successtul f

Rejected ]

@ Fees Information £
Fee Amount BND 30.00
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8 Payroll

8.3 CreCIte pqer” ( Back to Table of Contents )

Complete

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

Create Payrall
Payroll ¥ Creats Poymll

Payroll Reference : 1234567890

L @ &
STEP STEP2 STEP3
INITIATE PAYROAL REVIEW COMPLETE

Please find the stotus of your file from * View Usload File®

o Your payroll has been created sucoessiully and submitted for epproval

Payroll Reference 1234567870

Comparny BD123/Zero One Two Sdn Bhd
Pay From ALB Sdn Bhd 12345678,/ BDN/BD
Toral Salary BND 100000

Poyment Date Apr 18, 2022

Total Records h

Fuow 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

Peyrall 3 View Uplond Fiée

Payrall Search

Payroll Reference File Description
Payment Tiste
Fibe Format - Jan0e, 2020- Jan 06, 2020 (]
Status
3 =,
| SEARCH.  FRESET
Wiew Upload File Y
¥ ™ =
Mo Racords Found
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8 Payroll
8.3.1 View Upload File ( Back to Table of Contents )

View upload file fields

Fields Description l\}fland.ctory
/ Optional

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

File Format Frot;n t;le drop-down list, choose between 2 types of file formats Mandatory

or both.
File Format -
All

Payrall 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 Upload 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

Payrall 3 View Upiosd Fie

Payroll Search

Payroll Reference:

File Description

Fite Format

Siatus

WView Upload Flie

Pyt Relennce Fila Disserigiion P Fearnat

2020010692251700 salary HEWPAYROLL

it STy Taital Batary

Paymsnt Date
Jan 07, 2020 - Jan 23, 2020

uyment Biate

1010.85 Jan 7, 2020

MemEpmpags 50 ¥ 1.7ar1 M (]

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 (T Back 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 Warkflow

Workflow List Select ~ Search Y
Uplood Reference File Description Fi= Format Poyment Cunency Totol Salory  Payment Date Stotus Action
Payroll with New Pa
2022041323209835 TestingPayroll o yrol BND 100000 Apr 18, 2022 Pendng Approval -
Apprave
tems perpags 10 ¥ Joiaf1 l4 ‘
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
B File Description
B Flle Format

B3 Payment Currency

B2 Total Salary
v
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 : 2020010822254210

@ Payroll Details ~
il bormat NEWRYRLL
FlleName NewFapdiFormat-2_ 700000.cev g
Uglow Dute Jan & 230
Fopymata Towier e Fi-of Regorila P ayment Cuirstey
WithinBank & oND 15262
Otfaer Bank 4 BN 359075
@l Record Details A
Tilsd Murider ol Reconds i
Sucressial £
@ Fees information ~
P et L}

187 Baiduri b.Digital Business User Guide



8 Payroll

8.4.1 Approve Payroll

( Back 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
Fayrall > Monago Wondaw » Appeown ol

Poyroll Heferencia: 1234547890

L
STERY
VERFY

A tht oy I
@ Payroll Dataiks
P Foemat NENPAYROLL
Fie: Bimee Gl feflis g
Compmrmy BD123/ Zero One Two Sdn Bhd
Py Fram AGB Sdn Bhd /12345678 /BON/BD
Upilorad Daty Mg 23 M2
- el T:
Witk Rk
@ Record Detoils
Totol Mussbes of Records 1
Socrrshl 1
@ Feesinfomation
fee Amount D000

MYRONE CANCEL

SER S
COMMLETE

250000

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

A Pleas toke note that any poyrall opproved with today ditste will anly

Baiduri b.Digital Business User Guide
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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 your selected 2FA device.

Approve Payroll

Poyroll > Monoge Workflow » Approwe Poyroll

Payroll Reference : 2022041323209833

® o
STEP 1 STEP 2
VERIFY APPROVE

© Payment Authorisation Details

Physical Token

Enter the token number

" Markied fieirls are mandatory

STEP 3
COMPLETE

Click SUBMIT. A confirmation message should be prompted and the payroll is approved.

Approve Payroll
Poyoll > Manoge Wordlow 3 Approve Poyroll

Payroll Reference: 1234567890

@ i o
STEP 1 STER 2 STEP 3
VERIFY COMPLETE

@ vour poyiolt has been successlly 10 the bonk for

Poyml Aolerenca HOI0HEIZIONETSE

Compary BD123/Zero One Two Sdn Bhd
Pay From ASB 5dn Bhd/12345678,/BDN,/BD
Total Salary BHD 1,000.00

Poyment Date Ape 18, 2022

Taokol Records &

Fee Amount BND 3000
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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

Payroll » Manoge Workflow

Workflow List Select + Search Y
Upload Reterence File Descripticn Fid= Format Poyment Cunency Total Salary Payment Date Status Action
| with New Pa
2022041523209833 TestingPayroll :“’l el BND 100000 Apr18, 2022 Pending Approval -
Approve
tems perpags 10 ¥ 1.1af1 14 ‘

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 3 Manage Workflow 3> Raject Payroll

Succassful 2
| |
gl Fees Information o~
Fes Amount 0
i Reason ForRejection A
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 the transactions that have been approved. This includes records that
have been successfully approved and processed, failed, set to be processed in a future date, or

is 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© [ER o TN
Conponate Grogp 02 01234 | Coponate Group Name : Zera One Two Sdn Bhd

Payroll List
Fayreh + Payed Lt

Paryrohl Type:
Before Batching -

= Tronskers “
Poyroll Search
Irﬂ Bl Peryments ~
Poymoll Batch Reference Uplood Reference
.l:“ Bonoficary Managoment
E i Pyne Monogement Files Descrigation File Format -
4 buik Tranafors g Praymart Dote
= Apr 8, 2022 - Ape 18, 3022 in | Stertis -
. -
% Creote Poywoll
B View Uplead Fle BowollList
> Poyol Ust e ereren Fiby Uergation, Pury From P Pyt PFaytient Cuters I oy
B oo v A&B Sdn Bhd
TSRO TestingFarl /12345678/BDN & o e
@ resount Swazes v /BD
SR Hade T T 08 A&E Sdn Bhd
ol = Pyl With
ST, o kedeans /12345678/BDN = o 150000
y BD
-.;“;h. Saap Roquett N /
_ AGB Sdn Bhd
Bl sonica Ruguest v wusamons o s usaTa/BDN e e s
/BD
F~ Teds o
1ALESTERONS ToctPaymllAocountURT tut ™o 20480
Aﬁ Settings Nt
902022 Poyroll Valkd
TZELEETEGONIE Ak v BND 00.00
]:-) Losgaut

sennn

Ape T X022 ollec)

Mo &, 2022

k1, 122

Feb 9 M2

Faba 33
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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 ©2

B View Uplood File

W Poyeoll List

[ =

@ hecrunt Swoops
ﬁ Treache

L S et
L
A& ook

£ s

[

= Daigiea

( Back to Table of Contents )

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

Under the After Batching payroll type, an Approver can stop a Future Dated Payroll.

Baiduri b.Digital Business User Guide

01234 | Copen Zero One Two Sdn Bhd
| Payroll List
Pyl 3 Py Lt

Aoyl Pyt

After Batching -

Poyroll Search

Payroll Botch Refemnco Uplood Reforonce

File Description Fide Fommot =

Pyt Uate Sl

A T, I0Z7 - Ape B, 7022 (] Soloct -

- -

Payrcll List

ek B 1y Psy Fcwm Fiba | it F Py ! F i

AEB Sdn Bhd

T23456TBIONZS TRBLE6TRP0NZS /12345678,/BDN H/ R4/ 2 HEWPAYROLL. (E0] 100000 Apr 8, 2032
/8D
AEB Sdn Bhd

1234547890123 24567690123 J12345678/BON H/24/ 30 HEWTAYROLL END Loaa6a Mor T 2075
/BD
ALE Sdn Bhd

1234547850123 1234L56TBR0IZE  /12345678/BDN H/t24 2 HENTRROUL BN W00 Mo 1 0
/8D
AR Sdn Bhd

123456780123 ZILE6TEP0TZ  /12345678,/BON H/ b/ 22 REWRATROLL BHD w000 Mo, 208
/8D
AEB Sdn Bhd

V34567890123 WZBSETEOONZE  12345678/BDN  H/R4/22 S S e e

= P

Mecka. Agel 16, 2003 o 40501 PMGM 10800
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9 Reports and Advices

9.1 Reports and Advices Overview (Back to Table of Contents )

Download reports and advices for your own reference, including the following:

Account Balance Report

r% Transaction History Report

Advice
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9 Reports and Advices

9.2 Account Balance Report ((Back to Table of Contents )

From the menu, go to Payroll >»Account Balance Report. The Account Balance Report screen
should be displayed.

Account Balances Report
Repors 3 Accoun: Bakinces Ropor:

Makod ficks: are mandatary

Search Account Balances Report

Chocse Company

Choose Currency -

Account Type * b4

Account Number
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9 Reports and Advices

9.2.1 Searching Account Balance Report

Fields

Choose Company

Choose Currency

Account Type

Account Number

Description

From the down-down list, select one or more companies

From the drop-down list, select one or more currencies

From the drop-down list, select either Current, Savings or All

Active accounts will be displayed under Available Accounts

Select the following button to map or unmap the accounts under
the Selected Accounts list.

Button Description

Ore selected itern from the Available Accounts
ADD list will be moved to the Selected Accounts list
ADD ALL All items under the Available Accounts list will

move to the Selected Accounts list

One selected itemn under Selected Accounts
REMOVE will move back to Available Accounts
All items under Selected Accounts will move

BEMOMEALL back to Available Accounts

( Back to Table of Contents )

Mandatory
/ Optional

Mandatory

Mandatory

Mandatory

Mandatory
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9 Reports and Advices

9.2.1 Searching Account Balance Report

( Back to Table of Contents )

Click the RUN REPORT button. The Account Balances Report screen should be displayed.

Account Balances Report
Roporis » Aocount Bolonoos Soport

WuLTTes

Select Format

D A T2 TERS oy

s Ceampemy Nesme

e G Town Sk Bt Curent Aceourt

COMNLOAS)

Teros O T Sclin Bl -

Zora Ores Tee Sudn Bl

Pomperpaps 8 o 4 ¢ (@)

To download the report, select the format of the report (PDF or CSV).

Download report as a PDF File

Reports can also be downloaded in PDF format.

BAIDURI BANK *.)

BAIDURI BANK

1 Jalan Gadong, Bandar Sen Begawan, BA1511
MNegara Brunei Darussalam

Genaral Line: 226 8000

E-mail: anguiry@Eibarduri com
Websile www baidiri com bn

Account Balance Report

Repor 10:
CIF Nurmber
Company Name

Accoint Mumber

7656312345

20220420 112520

2123456

Zero One Two Sdn Bhd

Aecaunt Shorl Namas Becaunt Type Currency
Zero One Two Current Aocount Ush
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Ayailable Balance Ladger Balanca
23389 233891
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9 Reports and Advices

9.2.1 Searching Account Balance Report

Download report as a CSV file

( Back to Table of Contents )

Reports can also be downloaded in CSV format. This allows you to easily import the data into the

company's accounting software or spreadsheets.

5 oma

File Home Insert Page Layout Farmulas Data Review View Help = Comments % Share
Oy | = = v P 5

| I:l S Calibri i | AA == El‘?y" PB Genaral | m @ @ B insert z E? p o

P. mv . . Conditional Fol Cell i flete Eaks Sort & Find 80 ﬂ :

aste e} iy e e e . n onditiona imat @5 30T Ll nalyze ] i

B I U v e Av | =S === H. - L= ¥ ¥

e U |= r.S S==xxH $v% 9 %0 Formatting~ Table v Styles~ Helformat~ | €~ Fijtar~ Select~ | Data

Clipbgard & Font (] Alignment = Humber = Styles. Cells Editing Anatysis | Sensitnity -~
:D POSSIBLE DATA LOSS Some features might i i irmii Dan't shaw again Savedt. | ®
Bl1 > £ gt
4| A B c [ E | £ G Ho| 1 J K L | M N [*
1 |BAIDURI BANK
2 |Account Balance Report
3 ReportiD: :'20123455?89010 | Generated on: 20/04/2022 11:30:59 AM
4 | CIF Number 2123456
5 (Company Name Zero One Two Sdn Bhd
6 |Account Number ‘Account Short Neme  Account Type  Cumency Avallable Balance Ledger Balance
7 fa00100283228 Zere OneTwe Currant Account LSD 2,318.91 2,33891
g 4
il
10
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9 Reports and Advices

9.2.1 Searching Account Balance Report (_Back to Table of Contents )

Transaction History Report

You can also download the transaction history report of a specific account on a specific period.
From the menu, go to Reports 2 Transaction History. The Transaction History Report screen should
be displayed.

Transoction History Report
Roports > Trsocnon History Report

” Maket R are mandatesy

Search Transacton History Roport

Choosa Currancy -

Account Type * -

Account Number * v

Fayment Daie
Apr 20,2022 - Apr 20, 2022

(8 ]

Fields Description Mcsnd.ctcry
/ Optional
Choose Company From the drop-down list, select the Company Mandatory
i
Choose Currency From the drop-down list, select the Currency, if applicable Mandatory
Account Type From the drop-down list, select the Current or Savings Mandatory
Account Number From the drop-down list, select the Account Number Mandatory
Payment Date Set the date range Mandatory
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9 Reports and Advices

9.2.1 Searching Account Balance Report

( Back to Table of Contents )

Click the RUN REPORT button. The Transaction History Report screen should be displayed.

Transaction History Report

Bz 3 Themsoeson sy Ropon

ot Oin

Compony Bamn

Bervusi Mambies

Acxou Meame

Acxrme Type

Fefesotee

OLIAHBOMOZ00L

CZIAYBLNOZA02R

SLIAYBTNOLEN

OOOATHANOAER,

OZL0ZARENOZL02

L3ZAYDSGE2000

ORIAYBANOILORL

O4ZAHBDMO2002

OZIAYBANO2L0Z

G4IAHBDNOZOOZ

Selact Foomet

Mo 3, 2022

Mo 28,2037

Mar 28, 2002

Mo 25 00

Mo 25, 2077

Mo % X7

e 36, W07

Muor i, 309

Mo ¥ M2

Mar B, G

Ape 20 A3 T AGHA AM

Zmro One Two Sdn Bhd

TE543T2345

Zero One Two

oot Arcawen

i B

i § 8

DEBIT INTEREST

STANDING ORDER

BILL PAYMENT

BILL PAYMENT

TRANSFER

BILL PAYMENT

BILL PAYMENT

BILL PAYMENT

TRANSFER

TRANSFER

Avisdosibe Balee
-m -£2029
~T5.000.00 ~s5m8
-l VABAED
-100 SRRz
e YLRARY
500 VAESEZ
E W
AT ason0a
D000 L6
-500 -saw
mumm e poge WY 1oModT M 9: =
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9 Reports and Advices

9.2.1 Searching Account Balance Report

To download the report, select the format of the report (PDF or CSV).

Download Transaction History report as a PDF File

Reports can also be downloaded in PDF format.

BAIDURI BANK ©

BAIDURI BANK

1 Jelan Gadong, Bandar Sen Begawan, BA1511
Megara Brunei Darussalam

General Line: 226 8000

E-mail enduiry@basdur com

Transaction Summary Report

Company Name Zero One Two Sdn Bhd ~ Account Type

Account Number 7654312345 Currency
Account Name Zero Ona Two Transaction Date
Report 1D: 20222004114046116

Reference Transaction Date Currency

| 043AHBDNOZ002 31/03/2022 BND

1 023AYBAND2402R 28/03/2022 BND

| 323AYBTNO2676 26/03/2022 BND

| ODOATHANDALS L, 25/03/2022 BND

| 02402AREN02402 25/03/2022 BND

24/03/2022 BND

| 432AYDSGS2000

Baiduri b.Digital Business User Guide

Current Account

BND

March 01, 2022 - March

31, 2022

Transaction

DEBIT INTEREST

STANDING ORDER

BILL PAYMENT

TRANSFER

BILL PAYMENT

BILL PAYMENT

Generated on:

Transaction Amount

( Back to Table of Contents )

Apr 20 2022 11:40 AM

Available Balance

-5,520.29

-5,513.18

9.486.82

9 487 82

9.488.82

9.489.82
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9 Reports and Advices

9.2.1 Searching Account Balance Report

Download Transaction History report as CSV Format

( Back to Table of Contents )

Isline Rose Bts Dolamie  Jf
Fiie Home Insert Page Layout Formulas Data Review Wiew Hzlp - Comments 1% Share
Y = = —
[ 4| i General - b = T /O
[Ty - i . FlDelete ~ | [T~ S
Paste B s $ -5 9 ‘.ez gg Conditional Formatas: Cell 7 Sort& Find& | Analyre £
. & Formatting» Tablsv Siylesv | EHFormate €% Fparw Seece | Dot
Cliphoard & Mumber =l Shyles cell Editing Analysis | Senatieity -~
(1) POSSIBLE DATA LOSS Den't show again SaveAs..
B0 L 1 -
4 A g C ] E | F | & H I 1 [+]

1 :BAIDUW BANK

Z Transaction Summary Report

3 Company Name ZeroOneTwo Account T Current Account

4 |Account Number '75543 12345 Currency BND

5 Account Name H SKY TRADING Transactic March 01, 2022 - March 31, 2022

6 Repart ID: '02345223234455
7 |Refarence Transaction DatCurrency Transaction
8  043AHBDNOZ0OZ 31/03/2022  BND DEBITINTEREST
0 023AYBANO240ZR  28/03/2022  BND STANDING ORDER
10 DOOATHANDES74 26/03/2022  BND BILL PAYMENT
11 02402AREND2902 25/03/2022  BND TRANSFER
12 323AYBTNO2676 25/03/2022  BND BILL PAYMENT
13 432AYDS5GS2000 24/03/2022 BND BILL PAYMENT
14 432AYDSGS52000 24/03/2022 BND BILL PAYMENT
15 | 023AYBANO2402 23/03/2022  BND BILL PAYMENT
16 043AHBDNO2002 15/03/2002  BND TRANSFER
17 | D23AYBAND2402 8/3/2022 BND TRANSFER
18 043AHBONO2002 1/3/202z BND STANDING ORDER
10|
£ E—
21
22|
2|
24
£l
26
27|
B
L |
20
3
32
=l
T il Wb B s A ™

201

Generated on: Apr20 2022 11:40 AM
Transaction Amount Available Balance

-7.11| -5,520.29
-13,000.00 -3,513.18
-1 543582
-1 9.487.82
9,488.82
-5 548322
. 9,494.32
9,493.06
5.961.06
=5 -33.54
-33.54
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9 Reports and Advices

9.3 Advices

( Back to Table of Contents )

Download debit advices for transactions made for Telegraphic Transfers.

From the menu, go to Reports > Advices. The Advices screen should be displayed.

= P

Corponcis Croup - souL

| Advices
: Reparts > Adwices

Search Advices

Fayment Method ~

Cheose Company *

Whsddrachoay, April 20, 2022 ot TESEEE AM OMT+03.00

" Motoahelas ars mandatory

(Coempany I / Cormprany Name)

Pay From *

{hccoum Same / Account Number / Currcacy | Sonk Codd

Fayrent Date
Apr 20, 2022 - Apr 20, 202

(8

. -

Fields Description fﬂand‘ctory
/ Optional
Payment Method From the drop-down list, select International Transfer Mandatory
Choose Company From the drop-down list, select the Company Mandatory
Pay From Select the account you want to debit charges from Mandatory
This field contains Company Name / Account Number /
Currency / Bank Code.
Payment Date Select the date range Mandatory

Baiduri b.Digital Business User Guide
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9 Reports and Advices

9.3 AdViceS ( Back to Table of Contents )

Click the SEARCH button. The Advices screen should be displayed.

- 4 3

Corporste Sroup 10 123003 | Conporate Sevup Mame . Fien Cine Twes Son Bl Yredreuday, Ortobsr I3, 2070 at 05707 PV DMT 0830

Advices
Heparls 3 Adacns

INTERNATIGNAL TRANSFER (2 entries) b

Selart Geference Mo Apocmus Nigmber Vali= fiste Curenny (s 1 Amoint Sl

O 0:3puAae 12133134123 Ot 22, 2013 BKD or

O 20431380412 19238334123 0e #2, B BN =4 PR m

BACK TO ATWICES
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9 Reports and Advices

9.3 AdViceS ( Back to Table of Contents )

Select the advice you wish to download and click the DOWNLOAD button.
The document will be downloaded in PDF format.

BAIDURI BANK ©

1 Jalan Gadong
Bandar Seri Begawan
Brunei Muara, BA1511

Website: www.baiduri.com

Debit Advice

Reference : 000FTOT221190001 Date: 29 April 2022

We have received today the following account transfer instruction for value date 29 April 2022

Payment Details /RFB/FTBSC31101613

Debit Reference 6726918

We have debited your BND Account No 0201110403182 as follows:

Transfer Amount INR 62.1
At Exchange rate 14017

Equivalent Amount BND 238289
Stamp Duty Charge BND 0
Cable Charge BND 1500
Total Amount Debited BND 62.1
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10 Account Sweeps

10.1 Account Sweeps Overview

( Back to Table of Contents )

This feature allows you to schedule automatic
transfers between your company’s accounts when
the account balance reaches a specified amount,
according to the rule type that you've set. You also
have the flexibility to schedule account sweeps at
specific times, including weekends. You can also view
transactions by generating the report under Account

Balance Report.

#
-
*
*
>
*
*
-
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10 Account Sweeps

10.2 Create Account Sweeps

From the menu, go to Account Sweeps - Create Sweep.
The Create Sweep screen should be displayed.

Create Sweep
et Semega ) Covote St
- S

M | At s | Clrerscy | laeh Cictel

Expiry Date

it

Sweep Request features

( Back to Table of Contents )

Description Mandatory/Optional
Choose Company Select the Company name from the drop-down list Mandatory
Sweep From Select your company account that you wish to transfer funds from Mandatory
Sweep To Select your company account that you wish to transfer funds to Mandatory
Sweep Type Choose between 2 options: Mandatory
. sweeps the entire amount
excluding the minimum balance amount required to be
maintained in the account.
. set a fixed amount to sweep
to the sweep account.
Effective Date Set the desired date of sweep. The current day date will be Mandatory
populated by default.
Expiry Date Set a date of when you want the Account Sweep function to stop Mandatory
Remarks Enter any remarks or notes that is important to know regarding Optional
these transactions
Note:

The transactions are through service desk and may incur some delays in payment settlements.

Baiduri b.Digital Business User Guide
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11 Trade Applications

N .1 TI'G d e Ove rVieW ( Back to Table of Contents )

In this section, you can submit trade online applications easily, including:

Shipping Guarantee / Irrevocable Letter of Credit / Letter of Credit Amendment
Acceptance of Discrepancy / Bank Guarantee
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11 Trade Applications
1.2 Shipping Guarantee ( Back to Table of Contents )

Typically, as an importer, you would have to visit the bank to submit a request for shipping
guarantee for the shipping company to obtain your imported goods. Shipping guarantees are
raised to indemnify the bank against all consequences and liabilities.

From the menu, go to Trade - Shipping Guarantee.
The Create Shipping Guarantee screen should be displayed.

B shipping Guarantee Main Information ~

Re: LC No ®

Redating io shipment per *

Commparny 1Y/ Coerpsarmy Mama)

For ull other chorges please debit our oocount no Q

errmimt Mo | desommt Marmbcs [ Cisrrescy © ek Cordil

Shipping Company *

Particulon

The volue of the menchandise per involce ottoched as

Ferms k Conditons

1 is oko ogreed and undorstood shat we sholl pay 1o you, on demand o commission of 0 & {mirviooum O %) an the value of the shpment of il by 9 , retorod to n cose

]

collection of the diclts covering such shipment of merchandes should not be entrusted 1o you.

“ SAVE AS DRAFT RESET
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11 Trade Applications
1.2 Shipping Guarantee ( Back to Table of Contents )

Shipping Guarantee Main Information fields

Fields Description Mandatory/Optional

Reference LC No Enter your LC reference number Mandatory
Relating to shipment per Enter details about the imported goods Mandatory
Choose Company From the drop-down list, select the respective company Mandatory
For all other charges Choose the company account you would like to debit Mandatory
please debit our from for any charges incurred

account no.

Beneficiary Name Enter the Shipping Company name that you Mandatory

have acquired

Date Set the current date Mandatory
Particulars Enter the LC particulars Mandatory
The value of the Enter the total invoice amount of the imported goods Mandatory

merchandise per
Invoice attached as

Under Terms and conditions section, enter the Commission charges in percentage.
Then click on the tick box.

Click CONTINUE. A Review screen should be displayed. Once you have verified the information,
click PROCEED TO SUBMIT to process the request. A confirmation message should be prompted
and the details is submitted for approval.

The form can also be saved as a draft which can be viewed and edited under Manage Workflow.

209 Baiduri b.Digital Business User Guide



11 Trade Applications

11.3 Irrevocable Letter of Credit

From the menu, go to Trade = Irrevocable Letter of Credit.

The Create Irrevocable Letter of Credit screen should be displayed.

|B Applicant Details

Your Reference

Applicant Name *

Address *

Address (Line 2)

Country *

Application Details

Fields

Advising Bank
Mote: For Bonk Use Only
Contact Person Name *

Select v Telephone Number *

Fax/Email Address

Description

Mandatory/Optional

applicant’s country

Your Reference Enter a reference so that you can identify the Optional
transaction in future
Advising Bank This field is for Bank Use only Optional
Applicant Name Enter the applicant's name Mandatory
Contact Person Name Enter the designated contact person's name Mandatory
Address Enter the applicant's address Mandatory
Address (Line 2) Additional lines for the applicant’s address Optional
Telephone Number Enter the applicant’s telephone number Mandatory
Fax Number Enter the applicant's fax number or email address Optional
Country From the drop-down list, select the Mandatory

Baiduri b.Digital Business User Guide
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11 Trade Applications

11.3 Irrevocable Letter of Credit

Beneficiary Details

B Beneficiary Details

Beneficiary Name *

( Back to Table of Contents )

Beneficiory Advising Bonk *

Acidress (Line 2)

Country *

Description Mandatory/Non-Mandatory
/Auto-populate

Beneficiary Name Enter the name of the beneficiary Mandatory
Beneficiary Based on the country selected, the Mandatory
Advising Bank Beneficiary Advising Bank can be

chosen. Select Others if the correct

option is not listed.

If you've selected Others, you will need

to provide the following:

a) Beneficiary Bank Name

b) SWIFT Code

c) Beneficiary Bank Address
Address Enter the beneficiary's address Mandatory
Address (Line 2) Enter the beneficiary's name Non-Mandatory
Country Select the beneficiary’s country Mandatory
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11 Trade Applications

11.3 Irrevocable Letter of Credit

LC Details

IB 1< Details

Curmncy

) Atowea () Hot Alowea

Expriry Dt ”
Coomvhermertins of e Crean
() foquosted () Not Aequettod

Pk Shapement «

[0} ABowed (T} Mot Mlowed

nmpOnce 10 e Coverod by apoboont

O va O ke

Credit Avoiloble with * -

Nurmber of doys °

( Back to Table of Contents )

Description Mandatory/Optional
Beneficiary Name From the drop-down list, select the respective currency Mandatory
Amount Enter the Amount Mandatory
Expiry Date Set the Expiry Date Mandatory
Confirmation of the Credit There are 2 options, select either Request Mandatory
or Not Requested.
Confemation of the Cradd «
(O Requested () Not Requested
Partial Shipment There are 2 options, select either Allowed Mandatory
- or Not Allowed.
Partial Shipment *
) Allowed () Not Allowed
Transhipment There are 2 options, select either Allowed Mandatory
- or Not Allowed.
Transhipment *
O Allowed () Not Aliowed
Insurance to be covered There are 2 options, select Yes or No Mandatory
by applicant
Insurance 1o be covered Dy applcant -
O Yes 0 No
Credit Available With From the drop-down list, select Deferred, Mandatory
Acceptance or By Payment at Sight
Dot mhable vt =
Number of Days Enter the Days Mandatory

Baiduri b.Digital Business User Guide
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11 Trade Applications

11.3 Irrevocable Letter of Credit

Shipment and Goods Details

IB shipment & Goods Details

From *

Not later than *

Crwrr L A DR T

( Back to Table of Contents )

213

Fields Description Mandatory/Optional
From Enter the Sender’s details Mandatory
To Enter the Recipient’s details Mandatory
Terms From the drop-down list, select Mandatory
CIF, C&F, FOB or Others
Goods Enter details about the goods Optional
Not later than Set the date Mandatory
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11 Trade Applications

11.3 Irrevocable Letter of Credit ((Back to Table of Contents )

Click NEXT. The Transport Documents section will be displayed.
! Transport Documents

Signod commancial ko in Copwes

Trormport Docusnent «
[ Ful sot choon an boand cooan bill of loding requind [ moeo than one: onginal issued) made out 1o the order of Baidus Bonk Bed shomng credit numbor and markod

| Froight peepasd Fromghit payable ot destingtion
rotify
] Airwecny bill stsowing thipment by o froight, consigned 1o Bokdur Bank Bid for Applcant's nocouunt, thowing crdit number ond morkod
| Frmght peopod Frimghit payabio ot desteclion

natity

Description Mandatory/Optional

Signed commercial invoices in Enter the Optional
number of
copies

Sy From the Mandatory

L] ¥l st clecan a0 i h al ol Bk b

Sonli o (] Pt pepuida a ddesburfe option,
oty select the
required
Transport
Document.

[ Airway bil showing shipment by cir freight, Bani Bid for App 's account, showing credit numbes and maorked From the OpthﬂCﬂ
Femsght prespaid | | Fresgihit poyobie ot destinotion TI’GI’]SpOI’t

ooy Document,
select the
required
option
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11 Trade Applications

11.3 Irrevocable Letter of Credit

Insurance Documents fields

Q Insurance Document

s Deciarent

[ Pokcy
O Certificate for N0 pencent of invokoe walue Soverning the following rsks

Corthee of

[ Ongin isswed by o chambes of Commence s1ating the goods are of

£N

[0 Oihers
s
Pucking List Copies
Wiskght List Copins
Signed delivery order in Copies
Othars
Pocuments to be presented within aftod thi dote of suonce of the shippeg documem s/ deliveny ardir bt withn solaing of the Crodit

Fields

Description

From the Insurance
option, select either
Policy or Certificate for
110 percent of invoice
value covering the
following risks.

( Back to Table of Contents )

Mandatory/Optional

Optional

Certificate of
O origin issued by a chamber of Commerce stating the goods are of

Select Certificate of
Origin Declaration of
Origin, if applicable

Optional
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11 Trade Applications

11.3 Irrevocable Letter of Credit ((Back to Table of Contents )

Fields Description Mandatory/Optional

User can specify other Optional
0 others related information in

the respective field

Packing List Copies Enter the number of Optional
Packing List

Weight List Copies Enter the number of Optional
Weight List

Signed Delivery Order in Copies Enter the number of Optional
Signed Delivery Order

Others Enter other details in Optional
the respective field
Enter the number Optional

. of days in the

respective field
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11 Trade Applications

11.3 Irrevocable Letter of Credit

Terms & Conditions

R Torms & Conditions

A thark b B s o +

() Beonfciary () Apphcarnt

Choose Company * -

Wiy 0 Chisss sempeny = reratey|

e all other chonges please debit ow occount no * Q

e camr Marmes | Ao Mt / Curncy | Bk Codal

The isnng of the credit i subpect to the terma and conditions as set forth on the:
v 1o which we ages.

Special instruction

The credit will subject to Undorm Custorns and Proctics for Documentary Credits
12007 Reviskon Puthoaton Na 600 of the imernatonal Chamiser of Commerce, Pana,
Froncel

= onpressly wohve oll sumtyship rghts.

Fields

All Banking charges outside Negara Brunei Darussaiam are for
account of «

o Beneficiary o Applicant

( Back to Table of Contents )

Description

There are 2
options, select
Beneficiary or
Applicant of
who should
bear charges

in consideration of your ogroesng 10 opon this credit on the Terms and Conddtions stated at my/ou request |/'wo herowith join inand bo bound oty and severally by the torma and conditions of the crodkt as d |/we were panopalis) and

Mandatory/Optional

Mandatory

Choose Company

From the
drop down
list, select the
Company

Mandatory

For all other charges please debit our
account no.

Select the
account that
you would
like to debit
charges from

Mandatory

Special Instruction

Enter any
special
remarks, if any

Optional

n In consideration of your agreeing to open this credit
on the Terms and Conditions stated at my/our.....

Tick the
checkbox

Mandatory

Click NEXT. A review screen will be displayed where you can review the inputted details.
Once verified, click PROCEED TO SUBMIT. A confirmation message should be prompted and

the details is submitted for approval.

The form can also be saved as a draft and be viewed and edited under Manage Workflow.
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11 Trade Applications

11.4 Letter of Credit Amendment ((Back to Table of Contents )

From the menu, go to Trade - Letter of Credit Amendment.
The Create Letter of Credit Amendment screen should be displayed.

B Lettor of Credit Dotails i

Ameount *

In Fovour of *

Date " o]

Letter of Credit details

Description Mandatory/Optional
LC Reference Enter your LC reference number Mandatory
Currency From the drop-down list, select the required Currency Mandatory
Amount Enter the Amount Mandatory
In Favour of The LC should be taken in the favour of seller Mandatory
Date Set the Date of the application Mandatory
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11 Trade Applications

11.4 Letter of Credit Amendment ((Back to Table of Contents )

Amendment details

B2 Amendment Details (choose one)’

Shipment Date Extended to B

Expiry Date Extended to (]

O Amount Increased By Making Total Of
(O Amount Reduced By Making Total Of
Others/Remarks

Description Mandatory/Optional
Shipping Date Extended to Set the extended shipping date Optional
Expiry Date Extended to Select the expiry date Optional
Amount Increased By If the LC amount increased, then specify the Mandatory
& Making Total of amount and total amount in the respective fields depending on
the amendment
specified
Amount Decreased By If the LC amount decreased, then specify the Mandatory
& Making Total of amount and total amount in the respective fields depending on
the amendment
specified
Others/Remarks Enter other remarks, if any. Optional
If you prefer charges to be absorbed by the
Beneficiary, specify the instruction in this field.

Select either either Amount Increased or Amount Reduced to proceed.
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11 Trade Applications
1.4 Letter of Credit Amendment

Declaration details

( Back to Table of Contents )

B Dedaration

Pl dibit your account for your chasges incurmed on this amandment. All other terms and condition remain unchanged.

Choass Company *

Wonmpary 10 Compny: Nowi)

Dabit from *

s Hirwrss | deermiant Bgrsbass © Caperers + lest Crste

Addranm

Adidress (Line 2)

+ Telephone Numbes *

Fields Description Mandatory/Optional
Choose Company From the drop-down list, select Company Name Mandatory
Debit From Select the account you would like to debit from Mandatory
Address Enter your address Mandatory
Address (Line 2) Additional space to enter your address Optional
Telephone Enter the country code and telephone number Mandatory
in the respective fields

Click NEXT. A review screen will be displayed where you can review the inputted details.
Once verified, click PROCEED TO SUBMIT. A confirmation message will be prompted and the
details are submitted for approval.

The form can also be saved as a draft and be viewed and edited under Manage Workflow.

Baiduri b.Digital Business User Guide
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11 Trade Applications

11.5 Acceptance of Discrepancy ((Back to Table of Contents )

From the menu, go to Trade - Acceptance of Discrepancy.
The Create Acceptance of Discrepancy screen should be displayed.

& LCinformation =

Lastteer of Credit No *

For all other chorges please debit ouwr account no * Q

[ccount Mo/ hocount Mursbor / Cusercy | Tonk Codel

In Fovour of

LC Information

Fields Description Mandatory/Optional
Letter of Credit No Enter the Letter of Credit No. Mandatory
Choose Company From the drop-down list, select the company. Mandatory
ot a1 eter o tease et o e - Sele.ct the account you would like to Mandatory
Ecmofgm ,meoom “Np ,Sfﬁ. - ct debit charges from
Currency Select the required Currency Mandatory
Amount Enter the Amount Mandatory
In Favour of Enter the In Favour of details Mandatory
Date Set the Date Mandatory
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11 Trade Applications

11.5 Acceptance of Discrepancy ((Back to Table of Contents )

Declaration details
& Decloration -

Wiz aooept the folawing dscopancy 1£5 os odwsod

[ per documents schoduled dated

[ per fax datec

Fields Description

per documents scheduled dated Tick the check box, set the date
per fax dated Tick the check box, set the date
Others Tick the check box and enter any other remarks

You will need to select at least one discrepancy in order to proceed with this step.

Click NEXT. A review screen will be displayed where you can review the inputted details.
Once verified, click PROCEED TO SUBMIT. A confirmation message will be prompted and the
details are submitted for approval.

The form can also be saved as a draft and be viewed and edited under Manage Workflow.
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11 Trade Applications

11.6 BCInk GUCIrqntee ( Back to Table of Contents )

From the menu, go to Trade - Bank Guarantee.
The Create Bank Guarantee screen should be displayed.

Appication Typs «

() mew (7)) henewol

Choass Comparny -

W ooy 10§ Cooempesty Mame)

For all other charges plecse debit our occount no Q

Whcrount Mama | Accoust Murmbes / Clmency | Sank Code)

Guarantos Type * -
Beneficiary Name °
Cumency " =

Amount *
Wil Lisies

Aps 21022 - Ape 21, 2002 -

Purpiose ©

Thirciguarty Akt °

® vn O No

Bank Guarantee details

Fields Description Mandatory/Optional

/Auto-populate

Your Reference Enter a reference that can remind you of the Mandatory
transaction or request

Application Type There are 2 options, select New or Renewal Mandatory

Application Type «

@ nNew (O Renewal

Choose Company From the drop-down list, select the Company Mandatory
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11 Trade Applications

11.6 BCInk Guarqntee ( Back to Table of Contents )

Description Mandatory/Optional
/Auto-populate
Select the account that you Mandatory
For ol ofwer charpes pleass (ei? ou accound na * WlSh to deblt Chcrges from
ECA100001 / ECM100001 [ INR / SBI Q
Guarantee Type From the drop-down list, select Mandatory
one of the following:
- Labour Guarantee
- Performance Bonds
- Custom Guarantee
- Other Guarantee
- BID Bond
- Retention Bond
- Advance Payment Guarantee
Beneficiary Name Enter the Beneficiary Name Mandatory
Currency The currency is auto-populated Auto-populate
based on the Debit Account
selected
Amount Enter the Amount Mandatory
Validity Date Set the date of validity Mandatory
Purpose Enter the purpose of the Mandatory
Bank Guarantee
Third party Applicant There are 2 options, Mandatory
select Yes or No

Click CONTINUE. A review screen will be displayed where you can review the inputted details.
Once verified, click PROCEED TO SUBMIT. A confirmation message will be prompted and the
details is submitted for approval.

The form can also be saved as a draft and be viewed and edited under Manage Workflow.
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11 Trade Applications

11.7 Approval Workflow (For approvers)

From the menu, go to Trade

Manage Workflow.

The Manage Workflow screen will be displayed.

Manage Workflow

Bt 3 Monage Workdow

Wiarkfiow Lt

FALITHET I

OTTOTIALIATL?

ik - Lefter of Crecit
Aenorndmont

ke - Imevocoibs Latier
of Crewil

Trade - Letter of Credit
[rm—

Thde - Dork Guoeoniie

ABC COMPANY SON BHD  2u5auas

ABC COMPANY SDM BHD  WIWTWL

EYT COMPANY SON BED: - obw

ABC COMPANY SOM BHD  SUDCON

A 7L 2022

Fisks 25, 2007

Seloct

( Back to Table of Contents )

Under the Action column, click the drop-down arrow.
The sub-menu containing Approve, Reject and Amendment

FOTIOMTTTUTSA
FLPAL 0L WS
MY D0ASAIL

HTMOTI00B0LTIV

Action

Approve

Thacde - Lottt of Crodkt
L

R e
ol Coexi

T - Littes of Crodt
[re—

Trade - Hork Guamnton

ABC COMPANY S0M BHD  BGSTSZY

ABC COMPANY SDM BHD  WIWTWT

XYZ COMPANY SON BHD  abw

ABC COMPANY S0M BHE  SUBCON

Description

Mg 1. 3007

Age 1, 3003

Vs 73, 2002

Select

usD

uso

usD

wman

w0

oo Prmiudrng Appeiesl
140000 Pemnling Appsowal
e

torms ped g W0 apih e

should be displayed.

oo Pording Appreaed
1,400 00 Porusing Apgscvol
|

momporpoge W Y 1-4ef

When the Maker clicks Approve, the transaction will be marked as approved.
If the transaction fails due to a system error, the transaction will be marked as
Release Failed. You will then need to resubmit the transaction.

Toject

Amasnciemat

Reject

The Maker can choose to click Reject if there are discrepancies in the
transaction entry. A reason for the rejection will need to be inputted in
the Remarks field.

Amendment

The Approver can send a transaction back to the Maker to make an Amendment.
A reason must be entered in the Remarks field.
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11 Trade Applications
11.8 Edit/Save As Draft/Delete ("Back to Table of Contents )

Under Manage Workflow, you can do the following for trade applications:

Edit transactions Save a draft of Delete a record
sent back by the the application
Approver
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12 Stop Requests

12.1 Stop Payment Instruction

Overview

( Back to Table of Contents )

This section allows you to stop any future dated transfers, bill payments and standing instructions.

Only requests with 24 hours or more lead time can be stopped.

Stop Payment Instruction

227

From the menu, go to Stop Request > Stop Payment Instruction.
The Stop Payment Instructions screen should be displayed.

Stop Poyment Instructions
o Feques 3 lang: Pyt nainacon

it Py

SngePoyment =

MDNINAIHATY

P T

PRGN

PRALRIZLALIHL

AN AN W
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RN
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AR COMPAMY 80K BAD
/ TEIASATHE BN [ BAH

BB COMPANY BOH BAD

KB COMIMMY SOK D
£ UBAGETOY | WD/ 568
ABC COMPANY B0K BHD
J TISEETNY (| BMO  S88
ABE SOHPARE S5H B0
| ULAEAYRY | it B
ABC COMPANY B0K BHD
J TIISEETNY (| BMO  S88

RS SOMPANY 83 BAD
{ RAEATHD B0/ BB
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JEHAR DOLLAH
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JOHAN DOLLAH

JEIHAN DOLLEH
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b DELLA
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JEAR DOLLAH
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JEAR DOLLAH
/ UINEATEY | CAD / BBS

A b, 02

L9 Mer e, 2002

WeTE My 34 01D

000 Fels i, HiT

2000 fuls b 2021

O s 30, 20022

O s 10, B

O . M0

0% 30,2002

09 sasy 31, dm)

Urerastiord lorshe

i i Trantn

T

i T

Wil Tt

st Tt

B

Ul e

Bl T

e Tawle

£
Iq

o BT 1 DN 9 Q: »~

Under the Payment Type field, there are 2 options, Single Payment and Batch Payment.

Stop Payment Instructions
Stop Request » Stop Payment Instructions

Payment Type
Single Payment

-
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12 Stop Requests

12.1 Stop Payment Instruction (CBack to Table of Contents )

Under Manage List, click on one of the Payment Reference.
Under the Action column, click the drop-down arrow.
A sub-menu containing Stop Payment is displayed.

Marage Lin Sbect b
AEC COMPANY S0 BHD JORAN DOLLAE =

s comwrze o = e |
RS COMPANY SON Bl JORHAN DOLLES

P — peiai et i S e 5 e 02 N—— | wneow

You are required to enter the reason for stopping the transaction in the
Remarks field. Click Stop Payment and the request will be sent for approval.

Stop Payment
Siop fegaet 3 Saop Py d imtuctiom 5 S Papea—

-
ETE 33
VENFY STOF
o Pepicont
Fanen it
Prrgermie Mot T

sl P e Ll

Eompuoy ABC COMMMY EDK BHD
Pury Vo ABC COMPANY SR BHD £ 133456089 / BHD / 553
Py Ucte e 11, 2000

vl Pirgriedl Date o V, JOUT

B Boneficiary

LU JUnHAR DOLLUAH [ TIRASETEY / USD / BBE

& Amount

vtk Carrorsy s

Es Asvmmd LU

i A AL AR AN vty CINT )

Wy Cuasrcy iy
Py Amanan TR
e LT SATES, EXCRLLAIE AN Theny Fovs CNVTEL )

R Reason For Stop Payment
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12 Stop Requests

12.2 ApprOVGI Flow (Payment) (' Back to Table of Contents )

From the menu, go to Stop Request > Manage Workflow.
The Manage Workflow screen should be displayed.

Manoge Workflow
o Reur 3 Marage ontee

Py T
Single Faymont

Woskfow Lisi Galact

z KBS COMPANY BN BHD OHAN DAL
MO TS ke i A A i g . o LR it sms i Tt [Ny -
HBE COMPNY BN BHD JEHHAN Do
RS 1 Ao 1, 203 e a— [P — -
- - F UIASETRY | BMD. / BB / TRISEETRN | CAD / MRSAIE o L B Gz i Tl
KA MWK KON SHE JOHAN DOLLAA
: o = tmnter -
OIS it Bt i el i o B e 1 300 Ehrasmtic P A

Figure 15: Manage Workflow screen

Under the Payment Type field, there are 2 options, Single Payment, and Batch Payment.

Manage Workflow
Stop Request » Manoge Workflow

Payment Type
Single Payment -
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12 Stop Requests

12.2 Approval Flow (Payment)

( Back to Table of Contents )

Under Workflow List, click on one of the Payment Reference.
Under the Action column, click the drop-down arrow.
A sub-menu containing Approve and Reject is displayed.

Monoge Workflow

L

Pesrand heps

Sirsgle Porymanit

Workow List

TR ALY

POk T T

PSR

ABC COMPANY S0 K BHD
LRy | B BER

ABC COMPAAY 801 BHD
{ UL EEY | BND [ BAR
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—— e T WA .
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Actions Response
Approve Approve the Stop Request
Reject Reject the Stop Request
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13 Service Request

13.1 Cheque Book Request

231

You can request for new cheque books online and specify
your preferred branch of where you would like to collect.

From the menu, go to Service Request > Cheque Book.
The Cheque Book Request screen should be displayed.

Cheaue Book Request
g Fagrent ¢ Ooeae Boor Feuses

Chescpio Book Regiast Reernces | D20S0STBSHAT
L
T T
BETIATE CHEGUE e
noce
B Chogue Book Roquist infermatian
Chaosn Company

Chasosse Account *

Y

Bt of iz *

Costmringg et *

= -

( Back to Table of Contents )

nas s s emr—

The cut-off time for cheque books requests is 11.00am. Requests that are made after the
cut-off time, Sundays or public holidays will be processed the next working day.

Charges apply. Refer to Bank Tariffs for details.
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14 Tools
14.1 FX Rates

( Back to Table of Contents )

In this section, you can view Foreign Exchange currency rates for telegraphic transfer
and overdraft services, including:

* Buying rate

 Selling rate

* Buying overdraft

FX Rates
From the menu, go to Tools > FX Rates. The FX Rates screen should be displayed.

— = s
BAIDURI BANK QO [ER e TN =P
g L
[= oup i¥: 01235 (= up Name © Xyz company Monday, April 18, 2023 ot 320:56 PM GMT-08:00
FX Rates
. Took > FXRates
‘ Fordi Lost Update: Ape 18, j320PM
Brursl chollar to 1 umnit of forelgn curmency Search Q
e yyng Buying OD
r .:,_ Benoficiary Management US DOLLAR uso L3582 13512 13285
STERLING POUND == 17995 L7 Lres7
E] 83 Poyes Management
EURO EUR TARE 425 Lot
Bulk Transfers
ALSTRALIAN DOLLAR ALD 10259 0989 09408
ﬁi Payroll CANADIAN DOLLAR caD 10940 10810 10470
NEW ZEALAND DOLLAR NZD (=LY 08973 08724
E Reports
e B i
0 TR gt page 10 v 1-6ofd 4 o »
i Tade
Brunei doliar to 100 units of foreign curmency Search Q
-3?‘ Stop Request
Cuarroncs Sallng TT/00 Puymg TT Buying OC
n Servioo Request
& oo SWISS FRANC CHF W4H600 32900 1648800
HONG KONG DOLLAR HKD 00 HEA00 5000
% FXRotos
INDONESIAN RUPIAH oR ooz 00078 0.0086
a' Settings INDIAN RUPEE L nm 15081 LO0B
JAPANESE YEN JeY 10ETE 10608 11593
[» togout
PHILIPPINE PESO PP 30100 22100 20200
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15 User Admin

15.1 User Admin OverVieW ( Back to Table of Contents )

User Admin Overview

User Admin allows the admin user to suspend users and maintain limits for each user. Only user
with admin rights can the access of the corporate admin module.

User Access
Admin - User
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15 User Admin

15.2 Limit Management

BE Dashboord

Accounts v
= Transters v
A sitroyments v

Beneficiary Monagement  «

£ silPayee Manogement
4 Buk Tonsters v
@ Poyrol v
B repons v
6 Account Sweeps v
SR Tode v
% stop Request v
B service Request v
#~ Tooks v
@ Corporate Admin 2
»  Suspend Users

( Back to Table of Contents )

From the sidebar, navigate to Corporate Admin
and click the drop-down arrow to view the
options as highlighted on the right side.

Click Limit Management. The Limit Management window is displayed. Corporate Admin may select

the user they wish to change the transaction limits.

Limit Management
Corporate Admin > Limt Managemant

Search Users

User List

Baiduri b.Digital Business User Guide
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15 User Admin

15.2 Limit Management

( Back to Table of Contents )

The Limit Management displays the list with the following:

. Transaction — The function for which limits can be changed

. Currency — The currency for the functions

. Maximum Allowed Limit- Maximum Limit amount for the transaction each day
. Assigned Limit- Limit provided by the Bank/new limit after changed

. New Limit- New Limit user request to set

Limit Management
Corparate Adrin 3 Lemit Managoment 3 Set Limit

Set Limit
User ID bdc0020ichecker
User Nome bdcO020Ichecter
d Transoction Currency Maximum Allowed Lnit
O Bil Poyment. END 300,000
{5 | Fund Transfer END 1000,000
O Sianding Instruction END 300,000

1,000,000

300,000

New Limit

This page allows the corporate admin user to set a new limit which is lower than the maximum
allowed limit. To change the daily limit, enter the New Limit in the corresponding input field.

You may set a daily transaction limit which is lower than the current limit. Limits updated
successfully will be automatically reflected online.
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15 User Admin

15.2 Limit quagement ( Back to Table of Contents )

Suspend Users
This page allows the corporate admin to suspend any of the company's assigned users.

Click Suspend User to display the Suspend User screen as shown below. The Corporate Admin can
also search the specific users under the Search Users by keying in their User ID, Username and their
User ID Statuses.

Suspend Users
Comorate Admin ) Suspend Users

Search Users

User ID

User Name

Status -

=

User List
® bacoUZUCteCker bcOOUIChecker ACTVE
O bdcDO20marccuse bdc00Imarco ACTNE
O bdcDO20pesrdan bdc0O20Ipendan ACTNE
O ChackesQAD ChockerQAZ ACTNE
(@) TTWARDAH ITWARDAH ACTNE

Su— - o 2 3 > 1

To suspend a user, select or tick the corresponding User and then click suspend. A confirmation page
will display the selected user that you have suspended. Click OK to proceed or Cancel to return to the
list.

Important: Once a user has been suspended, his/her access to b.Digital Business Banking will be
disabled. The corporate admin shall need to inform Digital Banking should they wish to re-activate the
user.
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16 Settings

16.1 Chan g i ng Passwords ( Back to Table of Contents )

237

Changing Passwords
From the menu, go to Settings > Change Password.
The Change Password screen should be displayed. Here, you can update your password.

BAIDURI BANK 0 [EN o T =P
| Comoate Group 10 01235 | Gorporate Group Name:: XYZ COMpany Monckoy: Avefl ;202 ot 22290 PH GHTo0R00

Change Password
Seltings ¥ Change Passwond

" Marked Sk e mandatony

Your password was last changed on Mar 9, 2022, TEOFA0

AM
T_‘-- Transfors [
A s Payments o Current Password ©
o/
.é. Bonoficiary Manogameant -
E Bill Payee Manogement New Password * &
o/u
A Buk Transfers v
roll
m e » Re-anter New Possword * ﬁ
a Reports o o/t
Mate
0 Account Swoeps v, The baBtol s ot Bt 1
uppretcase kitti, 1 lowersose kettor, one rumbser ond | speciol
i eharotin
88 Tdo R Ther rusw Praveweord st b dffura 103 he st 3 usudd puaswands
e Stop Requoest LY
@ sovononon ([ [ oven
& Teos o
# Sottings L
+ Change Passwoid
[» togout Baicur Bark, Brunsi 2022

Steps to changing your password

Step 1
Under Current Password field, enter your current password.

Step 2
Under New Password field, enter your new password.

Step 3
Under Re-enter New Password field, enter your newly set password that was
entered in the New Password field.
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16 Settings

16.1 Cha ng i ng Passwords (' Back to Table of Contents )

Note:
There are requirements to setting or changing your password. Please refer to the following:

+ Passwords are case sensitive. Your password needs to be alpha-numeric and have a minimum length
of at least 8 characters. It will need to contain at least 1 uppercase and 1 special character

* The newly set password needs to be different from at least 3 previously used passwords.

+ What you enter under the New Password field and Re-enter New Password field needs to be identical.

Change Password

€ You cannot use the last 3 passwords.

Step 4
Click the SAVE button. A confirmation message will be prompted
and your password is now changed.

Change Password

o Your password has been changed successfully
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17 Baiduri b.Digital Business Mobile App

17.1 LOg in Screen ( Back to Table of Contents )

Download the app from App Store or Google Play Store.

Once downloaded, you can login with your Corporate Group ID, User ID and Password.

o

= BAIDURI BANK O

Login for Business Banking

Enter Your login information to access your
online accounts

Forgot Password?
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17 Baiduri b.Digital Business Mobile App

17.2 Generate Digital Token

Login

Generate Secure Code

About Us

P O o

FAQs

Terms and Conditions

Locate Us

@ © &

Contact Us

Step 1
Tap on the menu on the top left
corner of the screen.

Then tap Generate Secure Code.

Baiduri b.Digital Business User Guide

( Back to Table of Contents )

GENERATE SOFT TOKEN

Code expires in' 58 ’Sec

Secure Code
‘ 3 || 4 ‘ 2 0 7 0
I |
x _____________________________________J
Step 2

A secure code will then be displayed
on the screen.

Enter this secure code on the
2-Factor Authentication (2FA) screen
on the Baiduri b.Digital Business web
platform, where required.
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17 Baiduri b.Digital Business Mobile App
17.3 Dashboard

( Back to Table of Contents )

Wednesday, March 30, 2022 ot 11:33:52 AM GMT+08:00

Dashboard

Home > Dashboard

All balances as of Mar 30, 2022, 11:33:49 AM

Quick Balance A

Operative Accounts

Choose Company

XYZ COMPANY v

Account Number

Available Balance

030000417838 UsSD1,130.74
0300110417838 - BND10.25
030MOL17838 -BND 13771
0302110417838 - BND 164,426.20
0303110417838 - BND 13771

View All

Once you have logged in, you will be able to view the dashboard.

The dashboard on this app is an optimized version of the web platform.

You will only be able to view the following via the Baiduri b.Digital Business Mobile App:
* Operative Accounts

* Deposit Accounts
* Loan Accounts
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17 Baiduri b.Digital Business Mobile App
17.3 Dashboard ( Back to Table of Contents )

Wednesday, May 18, 2022 at 10:54:30 AM GMT+08:00 Wednasday, May 18, 2022 at 10:54:30 AM GMT+08:00
Dashboard Dashboard
Home > Dashboard Home > Dashboard

Non-financial -Transaction A
Financial -Transaction Statistics ~ Statistics

Filter Transaction

ALL v

Filter Transaction
ALL hd

Please select Filter Transaction ; .
Please select Filter Transaction

Date
May 18, 2022 - May 18, 2022 B Pie
May 18, 2022 - May 18, 2022 8
‘ User Workflow

Fully Approved 0 ‘ User Workflow
Draft 0 Fully Approved 0
Delete 0 Draft 0
Incomplete ‘ Pending Approval ’
Pending Approval 0 Partially Approved 0

You can view the statuses of transactions under the financial and non-financial
transaction statistics table.

You can also send messages to the Digital Banking Team through the app.
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17 Baiduri b.Digital Business Mobile App

17.4 Send MeSSGge ( Back to Table of Contents )

‘Wednesday, March 30, 2022 at 1:33:52 AM GMT+08:00
Dashboard

Home * Dashboard

Home
Home » Messoges

Inbox (0) New Message

All balances as of Mar 30, 2022, 11:33:49 AM

" Marked felds are mandotory
: e
Quick Balance (m] To
Digital Banking

Operative Accounts ”_I
> > Category *
Choase Comparyy No messages Create new A
XYZ COMPANY
Account Number Available Balance Subject =
Sublect is mandatory
0300100417838 USD1,130.74 5
Message
0200M0417838 - BND 10.25
030MO4TIBI8 - BND 1377
0302110477838 - BND 164,426.20
0303N0417838 - BND 13771
View All Copyright 2020 Baiduri Bank, Brunei 2022
A —— A
Step 1 Step 2 Step 3
User clicks on the Mail icon on User clicks on “New Message” User selects Category,
the top upper right corner inputs the Subject and

Message and click Send
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17 Baiduri b.Digital Business Mobile App

17.5 Ma nage Workflow ( Back to Table of Contents )

Manage Workflow View Letter of Credit Amendment
Trade » Manage Workflow Trade > Manoge > View Letter of Credit
Workflow Amendment
Workflow List Y Channel Reference : 2022022320436232
Select - B AuworraL
ﬂ——ll Letter of Credit Details N
arch
Reference Test23rdFeb
! 3| Ref Tra 1 Tyt oM

Currency HKD

Trade - Letter of
2022022320436232 . Amount 56.00
Credit Amendment

Trade - Bank In Favour of abv
20211108100804139
Guarantee
Date Feb 23,2022
temsperpage 10 ¥ 1-2af2
H=|] Amendment Details 8

Shipment Date
Extended to

Copyright 2020 Baiduri Bank, Brunei 2022 Expiry Dote Extended

(=]
Step 1 Step 2
Transactions can be approved visa You can check and review details of
the mobile app by an Approver. a transaction before approving.

Go to the respective transaction
that requires approval and select
Manage Workflow.
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