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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.
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1Login

1.1 Login Ove rVieW ( Back to Table of Contents )

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

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.

e Use Digital token (generated via Baiduri b.Digital Business mobile app) or Physical token for
the 2FA Authentication

There are 2 types of authentications:

 Digital Token (generated via Baiduri b.Digital Business mobile app) or
*  Physical Token*

*Physical token is issued only upon request with charges

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, @\ View current day transactions

Bill Payments A of all their accounts

Upload payment files View and download account statements
Q

Manage Payees, View the execution status of the

Manage Billers payment instructions from the bank

Approve Transfers, Bill Payments Download the payment transactions
%] & statuses as reports

View latest balances of all

their company accounts

5@ § ol

To view a video tutorial on how to log in, click here.
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1.2 First Time Login ( Back to Table of Contents )

Receiving your 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. In the first email, you will receive your
Corporate Group ID and User ID, and in the second email, you will receive a Temporary Password.
Please check in your spam/junk mail if you have not received the emails.

First time registration for Digital Token
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 Your login information to access your
online accounts

Forgotl Password?

*Please ensure that the temporary password received is entered correctly. For example, the number ‘1" and the small letter ‘I'
can be easily mistaken for each other.

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

fanan -y
‘ = '
2-5tep Verification
Choose ZFA
v
CHOOSE 2FA

M5 OTP

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 Vs Cusremre;

Aty passseond syt Hias s gerstiad.

18, 7023 102181 200

o asshranee, oul oer 2é-hour Cusrmer el st 181 9666,

RAIDUR BANE
ko Birdon, Bovke S Bopowaos BATSLY
Megrea v Darualas

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

mobile app.

= BAIDURI BANK QO

@,
=]

2-5tep Verification

Choose 2FA

v
SmS OTP
Enter a verfication code
Flease type message with a OTP was just sent fo
e e sy
werl | | [ [
Retend SHOW
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1.2 First Time Login ( Back to Table of Contents )

Step 5

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

Mg~
You have logged in with a
ier temporary password. You are
ﬁ required to change your
password.

E Change Password
send SHOC
Step 6

Tap Change Password

Step 7
Enter your newly set password.

Password must be 8 to 12 characters long and contain at least one number, one uppercase letter,
one lowercase letter, and one special character. Only the characters l@#$%" are accepted.

= BAIDURI BANK O

Change Password

Change your lemporary password before
you may access the application

[possword are case sensitive, Alpha numeric
with one UPPER CASE and ongé?ec'u
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 aken Your possword has been changed and soff loken
i registration hos been completed successtully
successfully

e i
I SUCCBSS! 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.

Important Note:

Users with multiple user IDs with different companies will need to login with each Org ID
to create a new password for each organization.

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

First time registration for Physical Token

Step 1

Go to www.baiduri.com on your web browser then 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 ©» D aigiat

Login for Business
Banking

vt your kagen infmmestion b eccwes youe onbre
accous

Bk Dork, fninel 2072

Baiduri b.Digital Business User Guide
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1.2 First Time Login

Step 4

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

Step 5

( Back to Table of Contents )

Click the PROCEED TO LOGIN button to continue. You will then see the Two Factor Authentication

(2FA) screen as shown below.

Two Factor
Authentication (2FA)

You are Required 1o Enter a One-Time Possword {OTP)
to proceed with your login.

" Makied toks are mandatory
(T,
L o Physcal Tokaen -
-
Enter the token number

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

Step 6

On your physical token, press the Power button, followed by Number 1, to generate a 6-digit code.
Enter the code shown into the 2FA screen, and then click SUBMIT.

BAIDURI BANK ©

Step 7

After that, you will be directed to the Force Password Change screen.

BAIDURI BANK € BDisiea

Force Password Change

P s e e o omre i e
P

Force Password Change screen

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

Step 8

Enter the New Password in the respective field.

Q-np: Password must be case sensitive and must contain Alpha
Numeric with TUPPERCASE and 1 Special character and length
should be 8-12 characters. Only the characters |@#$%" are

accepted.

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

Q-np: Both New and Confirm password should be matched.

Click SUBMIT. You will get 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 t?’ YOU ARE IN FERSONAL BANKING ~  ABOUTUS ~  OUR SUBSIDIARIES |

BANKING SAVE CARDS BORROW INSURE INVEST RATES

BROADEN YOUR FINANCIAL
HORIZONS

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

URE INVEST RATES
: digital

Chek to login 1o our uses-friendly aning

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

Step 3

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

eae M < > % Sowre o eutac e nume ) + §
BAIDURI BANK o P

Login for Business
Banking

il . s T L s it
==t

Login for Business Banking screen

Step 4

Click the PROCEED TO LOGIN button.

Step 5

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

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

Step 6

To log in with the Digital Token, follow these steps to generate the Secure Code from the Baiduri
b.Digital Business mobile app.

=  BAIDURI BANK © Logi

Login for Business Banking ]  Generate Secure Code
Enter Your login information to access your
online accounts E About Us
A Fros
i Terms and Conditions
9 Locate Us
Fi Password?
orgot SWEIE ° Contact Us
Open the mobile app and On the menu panel, tap on
click on the 3-line icon at the ‘Generate Secure Code'

top left corner of the app

=  GENERATE SOFT TOKEN

Code expiresin [ 58 JSec

Secure Code

FlEEIE ]

The Secure Code will appear
on your screen

Baiduri b.Digital Business User Guide
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1Login

1.3 Login Viq WebSite ( Back to Table of Contents )

If you have multiple IDs, after clicking on Generate Secure Code, you will need to choose the
Organisation from the screen below to generate the secure code.

Daigiea

Select your Comporate G(gg%ew Generate the Secure

ABCXYZ COMPANY
XYZEFG SDN BHD

To log in using the physical token, press the Power button followed by number 1to generate the
6-digit OTP. Then enter the code on the screen.

BAIDURI BANK ©

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

1.3 Login via website

Step 7

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

Two Factor
Authentication (2FA)

Voo ae Rrequeieet 1o Detier o Oine-Tims fore)
o prroceed with yous login.

* maind okl an mandcny

pusc

' ) Two Factor Authentication (2FA)

B - Physical Tokan -
.f

Enter the token number

Step 8

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

b.Digital Business platform.

Dashboard

berme » Detbour

Az e o dgn 20, 202, 24120 PH

CW

\Wednmsioy, Apel 20, 2002 ot 2:4E2] P M1 0000

J [ —
= [E) financiol Summary ESCA MARNE ANS ENGINEETING 50N B-D -
BS Dastboud
E y re v Cpenative Accourts
‘__l Towe v Ao Norebey BoTrart Shorl Mome fwdotie Baroe
A envamans P mameTTE ESCA MARINE AND VG RG 50K 0 DTS
e TR ESCA MARINE KR TNG MG SON 5T ~ I LT
T - fan: TROMOLTIREE ESCA MARSHE AND ENC DG 50N VD - IMD 205
E il Py W ESCA MARINE AND EWG RG SON V0 - BHD WO

ARSI LNCA MEORINE AND) NG B SO 00 - UM RO
A Bk Tansfers v

Ve A1
@ o W 850w e
B Mote: Hakathvaly cmaflor sogmants will not be Sizployed i the pistenal
Fopoits v "
G Accouit Sweeps w
PEREES W
Financial ~Tronsoction Statistics @ Non-financial -Tronsaction Stotistics

I Stop Request v @

[ep—— R Fine Traranenon ;A
B cerven st W ALL eIy 03 - Ape 30, 002 I AL - A 0, S - Apr 0, 30ED =]
A o A Mie sl Fiter raarter Vs seves e Trareeatio

Dashboard Screen

To view a video tutorial on how to log in, click here.

Baiduri b.Digital Business User Guide
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1.4 Forgot Password

Reset Password

( Back to Table of Contents )

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

Enter Corpotcite Group (D, Uss 1D & Eml to generote
o ooy possword.

7 Moo fids e mandatory

Corpomie Group D °

BDCOO201 &
Forgot Password Screen
wor il *
SUPERUSER2 &
Emod i *
123@abocompany.com -]

Baiduri b.Digital Business User Guide
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1.4 Fo rg ot Password ( Back to Table of Contents )

Step 3

Click GENERATE PASSWORD

Forgot Password
Lt Corporcte Group 1D, Uss 1D & Bl to generdle
o oy passwond.

" Marked fids s mandatony
Corpanis Group 10
BDCOOZOT &
User i *
SUPERUSER2 -
Emod I3 *
123s=abccompany.com -

-

Step 4

The One Time Password screen should be displayed

One Time Password
(0TP)

You are Reqguired t Enter a One-Time Password (OTF)
ta proceed with vour login.

“ Wlarkad fnsids are mandsiory

o One Time Password (OTP) screen
2-Step Verification

Choose 2FA * -

CANCEL

Baiduri b.Digital Business User Guide
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1.4 Forgot Password

Step 5

( Back to Table of Contents )

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

Aure yeas sure you want to logout from the epphicetion?

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, 20618 PM Duration 0:0:9 hours

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

Baiduri b.Digital Business User Guide
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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.

23 Baiduri b.Digital Business User Guide



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

Home & Detiones

Al ks o o A 23, 020 EXERN P9

[

p—
(@) Finencial Summary ABC COMPNY SOH BT -

Opsratie Accounts

Acomnt Wemine Acxmant Shant N Awpirbile P m ]

ot ] ABC CONSANY S04 BHL D

B COMPANY S0 SHD [T
ADC COMPANY S0 BHD "
AT COMPANY 500 BHD L b T
o T RIS COMPANY S04 SHD I b

St Pickoniemiy srowtin s o st b sk e 1 I ey T

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.

42 625 704.64

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
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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.

kl l!) Financial -Transaction Statistics

e Tesrimtions Chune Do

ALL - 22, N Ape 22, FO02
Phomir whot b Seprsctom

& s okt IE ok woktow

Futy Apgmsed " Faled

Doty o Bt Dok

Bolows L Frocoseed Weh oo
[ o Sconi

Waning Aoprowl ] S T Bk

Pty Approis o Sauppct

Fojociod ]

L L]

Faloase Foiled o

—
(.l!) Nen-financial -Transaction Stotistics
it T atactom
AL

Phsnn s Pl e,
& e wosrow
]
ey
Pt Agonowl
Purtiady Agmd
Voot
Pt Fagess

Rl oded

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

NON-FINANCIAL

« Account Sweep
- Beneficiary

- Biller Payee

+ Cheque Book

s Do

= B, 200 - A, M ]

T vonk workiow

At o

Baiduri b.Digital Business User Guide



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



27

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.

Hotification
Bea A PRI P y 20 S e o gracuwmng

e

Notification

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

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

AR Do Notfieation

b et A PR "o
[ Seormesetio Sy et ificration owdin
| Pemding Aqprovol Nattfcanaon ARy
Focn Vit i, A B s oty
[ Brmmanetin Rsacse Sotthontion
J e bwand fiow getciesneg
| Mg Agqrrownd MaTrSufon L S

D Wik Cisiomen, A Toode - Larsis 0f Cruesil Arvschrustt with iofemence J0LCATTIHISEA0N & g

Frmfing Mg iRz
=] or el

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

| Notifications
Hertw b Wetibeorions 3 Viow Wosleoson

Meotification
Db £ Tiras - 29 A 23132 pam
Subyoct | Fending Apprenel Nesfntion
Dt Wkt Cuitcnsas,

Darear Vothsoe Coamtiom, & IRTFOLL )
Thak s b tiopking et Bcschn fcwie st

oy A

e 57 ¥ B

Dt T tzipm

T Agw T T30 o

g NN am

e S

( Back to Table of Contents )

Fere

T Aps

i Ape

22 A
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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
Home 3 Mamnges

& el e

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

New Message

" Mo Sl cre mandatony
To

@ Banking Customer Service

Subject *

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
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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
Profhle Nick Kame
Bill Finance Officer
Browse._ No Fles Seiected
Yoo can upioad 8 JPG of PNG e (Fie 50 Sl is4 ME

SRV CHANGES

Click Browse to choose an image you want to upload.

Update Prafile Picture
Profile

-

Profio ok Name
BillFinance Officer

eowse Frotse Pic pg

it G20 ploan & PG o PHO fie (File sioe feri in 4 ME).

( Back to Table of Contents )

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

Baiduri b.Digital Business User Guide



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).

Baiduri b.Digital Business User Guide 30



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
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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 .
Aall
EC1
EC2
EC3
EC4
Figure 1: Search Accounts by Compaony screen
Filter lcon (Y) Hide or unhide columns.
View All 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.

Xt manicpummaming K 4 v - o =
S, aEa @i
| = Daiona =
s i A R i s Y COANY vt b 5, e b e T
Opsrotive Accounts
P )
B Crome e 5 e T~
G4z 4T COMDANY - o an
waazt AL CTRTRNY - e R
185678 LT CUMBANY oo nma .y
e Tl COMBSNY - gt e
EET 123 COMBNY L s s
R AECD COMPAKY D ezt »a - ™
o ABCDE COMDRNY e - [ e
Tiese s Camee Bzt ) e s
s ABCD €0 Cummn serzy - o w
amna = o Aozl - o s
Comokonmog Ascoum Bonce I envesl N
e o s
i . som
oo g sty
Bt . B 2001

Figure 2: Operative Accounts scraan
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3 Accounts

3.2 Accounts Overview Function

( Back to Table of Contents )

Toggle arrow ( [~] )

Note: You can retrieve specific account entries by entering Company Name, Account Type,

Account Number or Currency in the respective fields.

X T Baol e baki gy ®

- = a K

& B X
= Pyagn LN
e S — i T £ 32001 M08
Oparathe Ascsunts
eyt tand bt
[ ~
ooy
it et P &
Account Numbes Conmncy
[

|

Pl—————————
S e s (1 e b
P oy S finsn e i -
g3 2 COMBRAY [, = ammen e

Figure 3: Operative Accounts screen

Hide or unhide account details
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3 Accounts

3.3 Operative Accounts

( 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

| = bdigi‘t_g!

Corpomte Group 1D BDCO0MD] | Corporate Group Mame - XYZ COMPANY

Operative Accounts
Accounts » Opemtive Accounts

Ml balancaes os of Doc 13, 2001, T:04:31 FM

s Operative Account (19 entries)

CIF No

034321
854321
345678
343678

982896

654672

987654
876543
B76543

876543

Consolidated Account Balance (3 entries)

Company Name

KYZ COMPANY
KYZ COMPANY
Zay COMPANY
Z@Y COMPANY

123 COMPANY

ABCD COMPANY

ABCDE COMPANY

ABCD CO
ABCD CO

ABCD CO

Baiduri b.Digital Business User Guide

Acoourt Nurmier

DI00000G634321

0200000654321

01000002455678

0200000345678

0100000983898

0100000654572

0100000987654

0100000876543
0200000876543

0300000876543

Figure 4: Operative Accounts screen

Accourt Type

Current Account

Current Account

Current Account

Current Account

Currant Accourt

Current Accourt

Current Account

Current Accourt

Current Account

Current Account

usD

usD

usp

758028

ZBAIO5 T

66515131

= P

Thursday, December 23, 2001 ot 1:04:31 PM GMT+0&:00

Current Balores

265719

223931

29328445

TILAPR I

000

666856

GF5524LT9

758028

toms perpaga: W ¥ 0ot e

YA

Avoioble Bolance

22W3

9078138

TS 40037

ooo

hb,BHE.36
HF5,520.79
392941

758028

1]

w
v

Avaitoble Dolonce

758028
3MAINEVL

649,068.72



3 Accounts

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

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

= b"gi“.! = P

Corparets Caup 0 -BNC00I01 | Comporte Group Nams o o pnnai Thurssies, Dacariee 23, 3001 at T4 16 PMEMT-68:00

Operative Accounts
Acooonts: 3 Opemtive Accounts

Al baloroes os of Dec 23, 2020, 34T PM

OF M Aceount Nurbar Arcounts Aecount Type Cirmency Aucilebls Balones
654321
0100000654321 MV COMPANY Current Account BND Q26079

Account Detaile Transoction History

Accourt Nurrber 0100000654321 Availoble Balaros 9RETT

Account Short Nome XYZ COMPANY Curmrant Bddonce PIEETS

Account Type Current Account Stotus ACTIVE

Curency BND

Branch fayasan Overdroft Limit ]

Branch Code om

Last 10 Transaction Y~

fromaccle fisferaice Tristscaccfion Date Vi Date riraction Descrpion At Aurving Bubarics

TRANSFER 71 DEC 2021 02:4037
200003107 Decdl, 201 Dec?1, 200 FBMTL|-BANKING BND 500 BND 726579

TRANSFER 1 DEC 2001 05:55:38

200002837 Dec s, 202 Decy, 200 PBOOGE - BANKING BND 200000 BND R2ZTO79
BALL PAYMENT 07 DEC 2027 Ga:53:47

200002005 Dec? 201 Dec?. 200 FTI091 1-BANKING BND W72 BND 72075

TRANSFER 07 DEC 2021 046706
POO0CETR Dec 72027 Dec? 207 FTI0R0 -EANKING BND A3 T BND 728151

TRANSFER 07 DEC 2021 052855
200000 Dec 7 2071 Dac ¥ 2001 QT84 HEANKING BHNDAXTT BND 70830
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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.

Aocount Details Tronsoction History
Select Date
Mar 15, 2022 - Mar 15, 2022
m & s B m/saen
essackay 3 February 202 Marh 2022
L35t T Daiys Mo Ta We Th Fr S0 S« Mo Tu We Th Fr Sa Su
T o2 3 6 5 & BT 23 OAS 6
7 86 9 0N BB 7 8 § BN BB b £
L i e wwwwr2 w@es e
Litsk Monah N BB WE BT HDBIN%END TR —— Ameknt  pue g I
.. S 2 3 & 3 -] = & & H 1 g E 3
Cxeton: 7 4 9 WM ETB 4 5 4 7 8 ¢B Pt
. o
BACK
Select Drate

Mar O, 2002 - Mar 15, 2022

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.

= b)agia = P

MW]D:W]MWM:MCOMPANY Thursday, December 23, 2021 ot 3:23:07 PM GMT+08:00

Operative Accounts
Accounts 2 Operotrve Accounts

Please use the below seorch to view the balances for the selected account group. To sort accounts, click on the specified column you moy want to sort by f2g. Account Number). To view the fist of transaction for an account click on the:
nyperink avalichie on the Account Numibsr

Search Operative Accounts ~

Compary
All - Account Type -

Account Number
0100000654321

Currency -

Figure 5: Operative Accounts screen
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3 Accounts

3.3.1 Searching Specific Operative Accounts

Step 2

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

= Dagia

= P

Corpomte Group ID - BOCO0201 | Corporate Group Name 37 COMPANY Thursday, December 23, 2021 ot 3:40:18 PM GMT+08:00

Operative Accounts
Accousts » Openative Accounts

Please use the below semch to view the for th ‘group. To sort ints, click on the L you may want to sort by feg. Account Mumber}. To view the fist of transaction far an account chickon the:
hyperdink availoble on the Account Number
Search Operative Accounis L
Company
All - Account Type -
Account Nurrbes
0100000634321 Currency -
e
All balonces as of Dec 23,2021, 3:40:18 PM
&= Operative Account {1 entries) Y~
CIF Na Company Nome Account Number Acoount Type Currency Cearent dolance Avgilable Balonce
654321 MVZ COMPANY 0100000654321 Current Accournt BND 26579 RELTY
Momoporpage 10 ¥ 1o dofl 4 ¢ o
Consolidated Account Balance (1entries) ~
Cumency Cunent Balonce Avnloble Balonce
BND 926577 F26679
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Figure 6: Operative Account Inquiry screen

( Back to Table of Contents )
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3 Accounts

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

Step 3

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

Corposnta Croup |0 EDCOO201 | Corpomyie o Name o ooy oy Thiwmscioy, Decambar 78, 2071 ot S48 M GMTH0E10

Operative Accounts
Accouts 3 Operctie ACCounts

AR bolances o of Daec 23, 2071 36413 PM

CIF N Account Nummit= Accounts Actount Type Curresncy Avilatse Bolonoe
B34201 0100000554321 K7 COMPANY Current Account BND 926579

Account Datoile Tranzaction History

Account Hlumibe 0100000654321 Avcilatle Bolonce F26577

Aceount Short Nome KYT COMPANY Currant Bakwcs 9T

Account Type Cumrent Account Shstus ACTIVE

Cuarancy HHD

Brorch Neryeman Crverchalt Limit o

Huoweh Coda o

Last 10 Transaction Y e

gedlon eleyence Trausoores Dols Volue Date L e L Do ri o Adrirury g Bulonce

THANSHEH 21 DEC 2071 O240:27
20000507 Dec I, 2021 Dec 21,2021 FEIGTZ -BANKING BHD 200 BND 926579

TRANSFER 14 DEC 2071 (R85 54
200002837 Dec 14, 2021 Dec W, 2021 FB0042 1-BANKING BND 2000.00 BHD 927077

BILL PAYMENT 07 DEC 2021 65347
200002703 Diec 7,201 Dec 7,207 SITOPT - BANKING BND0T2 BND 227079

TRAMSFER OF DEC 2021 066700

200002702 Dec 7,201 Dac 7, 2001 97700 - BANKING END 6337 BND 729157
TRAMSFER OF DEC 2021 04:27:55
20000270 Dec 72021 Doc T, 2001 QTR |-BANENG BND 4377 BND 1830

Figure 7: Operative Accounts screen

Baiduri b.Digital Business User Guide



3 Accounts

3.4 Deposit Accounts

Step 1

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

Deposit Accounts
Accounts } Deposit Accouiis

the below search to view for the groun Ta clicic on th ified coumin you may want 1o sert by leg Humber). Te view th an the hyperink avaiable on the Acount
Mumber
Search Deposit Accounts ~
Compary
Al - Account Number
Currency -
N -
i chances oo of Doe 23, 2071, 40206 PM
22 vaposi Accounts (5 enrios) b £
Ci- N Comnparey Nerns Account Murrber Sepeit fyps Clumancy Lisn Crrent Bicrwes Moturty Dote
634321 e R G7E000E54321 Fiwact Dapost BNO 0o WOSAATE  Feb 25 2022
654321 HAZ COMPANY BETOO0G54321 Fowd Dapost ] ROI2000 2W529500 Doc a8, 2071
34567 TVH COMPANY EFEOODIELET Finod Dapost o 150184.00 TEDELEE  Aug T 2022
ZVX COMPRNY
34567 QETOOTL5ET Tt et BN 000 B3Iz Apr 3, 2022
23456 ABC COMBANY BFR00023456 Foead Depost BN 000 A5002  Ap18, 2022
memsperpoges W T jakars e o
Consolidoted Account Balonee 1 entries! N
Aot Ty Curert Balonee Bmiatis Halncs
BND SEREWAZ 506,62
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Figure 7: Operative Accounts screen
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3 Accounts

3.4 Deposit Accounts

Step 2

( 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.

Deposit Accounts
Accounts » Depost Accoants

Al bolancos ax of Mar 5, 2022, L2808 AM

CF Mo Company Mame Account Number Deposit Type Currency Principal Amcunt
454321 KrT COMPANY 47800654321 Fisxed Deposit oND 00,6274

Sccount Datals

Aexcount Mumiber ATE00454321 Piincipal Ameurt

Aceount Nome: XYL COMPANT Dot St Dot

Account Type Fined Deposit Stotus

Cumency DFUME DOLLAR

Rt of Intesest Appicable (% pa) a3 Brorch

Mutinity Arrast BN 100,857 Busmeh Conde

Mstutity Diste A 28, 2022

41

Maotirity Amoent
10084477

BNDI00EFTI4L
Febs 25, X020

ACTNVE

Baiduri b.Digital Business User Guide
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3 Accounts
3.4.1 Searching Specific Deposit Accounts

( Back to Table 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.

= Ddigra

Comparats Croup I - BDOO0I0T| Compancts Group Mame | XYZ COMPANY Thursdiay, 23, 200
Deposit Accounts

Accountz 3 Depotit Accounts

Plemse tse the bebow seaich 60 view the Dalonost for the selectad oecouns grous. To sor Qooounts, cBok of The speciiid cobsenn you Fiosy wornt i Sort Dy feg. Acoouit Nusnbes). To vew teliss of vorsocton for on oocou chok on e hvpern ovollable on @2 Account
Humbe:

Search Deposit Accounts

A
Compary Account Number
Al

- 676000654321

= -

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
tha balow search to forthe caloctod nrce Ta - clickant yeiu may by leg. To vicw the st of foran aé click on th il the Account

Humbor -

Search Depost Accounts e

Campany Account Huriber

All - GTA000654321

Cumrency -

-

21 Deposit Accounts (1 antries) Y Ll
OF Mo Campary Mams Account Nisbor Dopasit Typa Cunency Lion Cuncnt Boloncs Maturty Das
54371 HYT COMPANY 67300065432 Fined Deposit N 000 0056473 Feb 25, 3023

memspepags 1 ¥ 1ovof] i [1]
Consolidoted Account Bakance {1 entries) -~
Aornunt Comsrey Cumant Bolancs Avainhie Yoimneo
BND 100,35573 00,5573
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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.

BAIDURI BANK L

Baigna

[==iral

2o Ore

Loon Accounts Cverview
Repmmaty 7 Liim Aegan ity Cronrv

PP

PEnsy Mo 1 A o AT I MDD

S AcrrmT By Compony.
an

A Do e ot Ve 1 102, R I006 DM

» OpewrtheAicann By Loan Reconts 15 erries)

»  Depotk hooounts

; sy e
5 Camertcah o el
» Lt Smrory s e Bl
% B Coectiont MNI3ask ﬁé‘.&”‘“
7= Tl ~ nIzass %x"‘”
Al s Feymans v

Trust Roceipt (18 entriod
b Bty Manogome B o

B ©0 e ttarogumant e

2358 Tera One Two
4 B o o = e

Baiduri b.Digital Business User Guide

i Doty Muras

MNLLSETRN0 stz Lo
o
HINFBSAERNG [e———
Tewees O T "
S Bt OOTDRNZELE
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2080000 [ WSRO, 0
Toape0os s PONGETE D | 2008
T O A [ LA 200
120000000 [ ERIWET e, 202
0000 o TANTAAT  dpr 7, 200

Tl e

B
L L (=Rl

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 ©

B necoums e
B hecounts Overvies
% Operctive Accounts
»  Doposit Acoounts

% Loon Accounts Cvonaow

% Bl Collections

Transfan L

w1
|
<

-

Borsficiany Manogament

i)

Bll Fayoa Momagoment .

>
£
E
{

Account Sweops e

e Do
{
<

Trade LV

= Doora

- coous e

Loan Accounts Overview
Aocrmmts ¥ oo Actouts Cheeriew

© Zem Cne Twa Sdn Bhd

( Back to Table of Contents

= P

Wednesday, Mareh 30, #5022 af IS AM GHT+ 0800

£ Loan Accounts (2 entries)

GF Mo Corrguamy Home

vewat Y~

AT Peaambher Lpom Aexonam Name Trtwresd Armcaad Careyery Chmmonding Bolonee  Mext Reponm

Zoro Ono Two
Tiznase mgh; Locn 20,000,000.00 BHD WNZESOD  Mar B, 2001

Iora One Twe
33456 5:5,‘; 2013456785010 Commencid toan 109355197 (£ 1] SHIV0ASO  Mar 2,200
H Trust Recoipt (1 antrost vaw s W A
CF Mo Coampany Nore Arcopm Howme L Helerere Curmicy Totgl Apmcunt Dus

Zaeo One Twe Zuro One Two
DeEh San Bhd Scin Bhd OOTDB0I2ZAS an 018584
&y Hire Purchase (3 entries) view s YW~
Ceangpeary Moime  Aoceddil Mo Accowed Mty Hoyyetistie Lo Avtosiud Toted Cutsbomuting  Monilly abolbmusd Mo O st D D CMPuer Chaeng
e Salonce Amognt

lero One Twe I One Two 3
Sdlin Bhd Setn Bhd I01EA54TEROI0 O34 T4 S AW 07 A1 00 a ANeD7 o
Zero OneTwo  Zers Ona T
s emEnd T omMSMSN0  OHIZIG w825 ags2as 100 as a9 oc
Zeto One Two Zoro One Two
Sein Bhl Séin Bhd felog N ) o34 i QUET 58S N0 & QLED oL
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3 Accounts

3.5.1 View - Loan Accounts

(' Back to Table of Contents )

Loan Accounts

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

‘ = buagi_gg

Loan Accounts
Accounss 3 Loan Accounts Ovendew 3 Lean Accounts Desals

= P

Thearschry, March 33, 2002 ot TE3026 AM GHT-08.00

= Corcnup Narme  SOUL CARDENS CO

M balonces o of Mar 51, 2022, 13030 AM

CiF Na Account Mumbor Account Name Losan Type Cumoncy Outszanding Bakencn
2123456 20123456789010 Zero One Two Sdn Bhd Commercial Loan BND 10,792.85790
Azcount Detals
Account Muriber 20123456789010 Inturest Hote Type Houtng
Account Mo Zere One Two Sdn Bhd Hete of inteest Appacoble (% pal Phecse reer to FOL
Account Type Comwmsciol Loan Status o2
Chutstondung Bolaice W0, IV2 B3P0
Apparerved Armsourt. 2000000000 Cusrent EMI 7545865
Dwsbasruec Amount 20.00000000
Loan lerm Oviginciimontial i) EM Short Dot Mar 12, 2000, L00-00 AM
Loan Term Bolencelmeithl &2 EMI Ersdt Deste May 12, 2077 1200:00 AM
EMI Commnaod 2021-03-12 0000000 Loan Conter Heood Office
EMI Cyhe Dote 2 Bronch Code 000
Hate: 7 in Iiderest Flose dionoties Mrime Lending flote of £.5% and sbject to Change
W) The e, cledoult interst will opply o ¥ Offne LetSar(FOL) for ot

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.

Baiduri b.Digital Business User Guide 46



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

Acoouras ¥ Loon Accourts Ovsrview 7 Trom Recepr

P the bels i 1o view th vord & outward for the sefected company
Search Trust Recoipt v
M balanees e of Mar 31, 2002, 2552 AM
E Trust Receipt (1 entries) A
Comparny Marme Accourd Name xtore A
Zero One Two Zaro One Two
= BND 10,884 W0000.00
25 Sdn Bhd Sdn Bhd OOTDEONZ34S
Memiparpoge: 5 % 1o jofl 4 o
Trust Receipt
| Accourits ¥ Loon Accourts Overview D Trust Receipt Detals
| Al boloncss as of
|
| a Trust Receipt {1 entrios) e
Company Hame Reference Nurnbes Benaefcmnry Name ncy  Inteves BB A Due intess T - - Mot 3
A Amoumn
Zeta One Two 2123456 Zera One Two BND (0] 55 000000 WAs4 10,1484 Mor 11, 2022 Jul W, 2022
Sdn Bhd Sdn Bhd

Note : T in Intesest flote denates. Prime Lending fiate of §5% and Subject 1o Change
Disclgimar: For Postdue Stotus, defoult mtenest will opply Mlease refar to Foclity Offfer lotter (FOLU

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

(' Back to Table of Contents )

3.5.1 View - Loan Accounts

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.

= B aigia

Coeporote Group 102 BDCOO201| Corporate Group Nome = XVZ COMPANY

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

HP Account Information

Accoiant Numbsesr Regstrotion mumber Chaesis Number

(Q000123898457872 BBM223 KXXYYYZIZ123D23
Payment Details
Loan Amount Start Date Erdd Date instoliment Mornths

T 16635 Jun 30, 2004 - 30, 2079 &b a
nsurance and Road Tax Details
Insuronce Policy Number Inauronce Amount Inswrance Amount Due  Irswronce Expiry

457284 priees] Jul 1, 2008
Payment History
Poyment Dote Descripton
Sep 30, 200 OVERDLE INT. CHARGE
Sep 22 20 INSTALMENT PAYMENT FOR 30-SEP-2014
Sep 10,200 INSTALMENT PAYMENT FOR 10-AUG-2014
Sep 2, 2014
Sep 2, 1014 INTEREST CHARGES
BACK
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Ergine Mumbsr

SZEHK123KHD4S

hrestolirent Arnao

HEE

insurance Company  Rood Tox Expiry

MNATIONAL
INSURANCE CO

Poyment Amourt

1, 2008

=P

Manday, December 27 7021 ot K-50-26 AM GMT+0800

FaS
Dlesrription
NEW 20132014 DAIHATSU GRAN MAX
VAN{M)

Fa

Dnemdue interesdt

503551 o

Request Quots

REGUEST GUOTE

Account Boloncs
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3 Accounts

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

= Deigea

Loan Accounts Overview

Aoooamis 3 Loan Srroents Cversiow

R CARANS OO

A balnee o o Tlos 2 2031 THIGSL AM

¢ Hiro Furchase |4 entros)

UOD0T23598 BEM223
457272

DooozzsETs  BBESA03
498761

OCO0513548  BZS6785
270492

DOD3BZ7A62 BTETSB4

Step 1

Er e

P

SEEEE

san

SO300

BEADO

.09

o0

2 pon00

=

mEpes

( Back to Table of Contents )

= P

Mondny. Gocorsbor 22 001 m 055 AM M1 40000

[
(O
ity
o o a0
pr Far =y
- e o
pr Far sy

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.

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

|E Digea L

Monday, December 27, 2021 ot 111054 AM GMT+0800

ot Hame=: YT COMPANY

Create Payment

Aocows ¥ Loan Accourts Overview 7 Hiss Puchase 7 Create Poyme

* Mkt fesien one moncsiiony
Bill Payment Reforenca: 2021121030389

®
STEP1 STEP 2 STEP3
INITEATE FEYMENT REVIEW COMPLETE

aa Applicant

W Redoronce ©
123456

620

Choose Compary ™

554321 /' ¥YZ COMPANY v
{ Company © / Campany o)

Py Fram *
WYZ COMPANY /D1D0D06543217BND Q

{dccount Home  Acoount Hurmber ¢ Curmency | Bark Code} Clear

END I3 406 57

B2 Siller Information v

f8; Payment Detalls v

- =8 i
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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 » Loan Accounts Overview » Hies Purchaze > Creote Poyment

Bill Poyment Reference: 2021122700362

STEP
INITLATE REYMENT

& Applicant
B Biller Information

Hire Purchase [ HP / Baidusi Fnance / 1003123898457872/ HP

IHille Cotegory / Hiler Cade ( Hiker Nome Aorount Mamner ¢ Friyes Nick Mome |
Ecit/View Adhoc Bl Payes

HP Account Number C000123898457872

{82 Payment Detads

m i e

Edit/View Adhoc Bill Payee

Click Edit/View Adhoc Bill Payee.
The Bill Payee Information screen
should be displayed. You will only
be able to edit the Payee Nick
Name field.

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

> (Bill Payee quqgement>

51

STEP2
REVIEW

Edit/View Adhoc Bill Payee

B2 Bill Payee Information

Payes Nick Mame *
Hire Purchase
14109

Hire Purchass

Hire Purchase

Figure 10: Edit/View Adhoc Bill Payee screen

" arkied Sobs are mandotoey

STEF 3
COMPLETE

* Marked fislds ars manaazary

P

CANCEL | UPDATE
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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
Accoms ¥ Loon Accounts Cvendew > Hie Puchose ¥ Casote Poyiment

" Ptk hescts e randasony
Bill Payment Reference: 200227030349

STEP 2 SIEP 3

STER
INITIATE PAYMENT REVIEW COMPLETE
& Applicant s
B Biller Information s

Poyment Details

Fayment Dote

2021-12-27 (o]

Praymont Clrmncy ©
END

Poymant Amout ®
46300

o Hurcred Siaty Thies BRONETDOLAR |

Remarks

- oo
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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 3 loan Accounts Cvensew 3 Hie Purchose 3 Creats Poymant

Bill Poyment Referance: 20211227111030346%

& 2
STEPT SIEP 2
IMITIATE PRYMENT REVIEW
an Applicant
Feference 123456

Company 6543211 XVZ COMPANY

Fay Fiom HYE COMPANYAT000065432 1/ENDYERE

Hiller Hire Purchase | HP / Baiduri Finonoe [ HP

A 0000122698457072

Payment Details

Fayment Hens Dec 24, 2021
Foymant Cumency D
Peyment Amaunt HAR00

| Four Huneireo Sody Three BRUNE] DOLLAR |

Hemarks TEST

STEP3

COMPLETE
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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 3 loan Accounts Cvensew 3 Hie Purchose 3 Creats Poymant

Bill Poyment Referance: 20211227111030346%

[ ]
STER1 STEP 2 STEP3
INITIATE PAYMENT REVIEW COMPLETE
& Applicant s
Feference 123456
Company 6543211 XVZ COMPANY
Fay Fom WYZ COMPANY/TT000055432 1/BND/EBS
B3 Biller Information ~
Hiller Hire Purchase [/ HP / Baiduri Finonoe [/ HP
PN i 0000123898457872
~

Payment Details

Fayment Hens Dec 24, 2021
Foymant Cumency D
Peyment Amaunt HAR00

| Four Huneireo Sody Three BRUNE] DOLLAR |

Hemarks TEST

Baiduri b.Digital Business User Guide
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3 Accounts

3.6 Corporate Cards

On the menu, go to Accounts > Corporate Cards.

Al bainneas of Apr 8, 2032, &390 PM

( Back to Table of Contents )

B8 Cards Summary (4 entries) Y~
oo Humrimes Ceel Typs Campany Name Currency Totoh Crecst Limit  Total Cord Cutstanding Avoliatsle Cord Credlt Poyment Setuy
Hoanoce Egnce
VA coowesoossoo vea Zero One Two Sdn Bhd 500000 315929 TASBTY  PAY CREDIT CARD SEN
m 000wonomxxxx00  Yeo Zaro One Two Sdn Bhd 200000 BT WARLT2 PRy CREDAT CARD N
WA cooxooosoo Vo Zero One Two Sdn Bhd w00 -5 79 51509 PAY CREDIT CARD =0
WA coomonnoo  vea Zero One Two Sdn Bhd ] -B608s 186085  PAY CREDIT CARD sEn
hemsperpage: W ¥ 1-Gath i« 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.
Unposted Transaction Detalls : 5432000001234 Y~
Trareoacton Gote Value Cato ransoction Uescnption Amoet
Mar 23, 2022 Mar 22, 2022 ote Chosge Debit Adjustment -BND 35.00
tEmsperpoge: B ¥ 1-1ofd
Select Format -
BACK

55
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3 Accounts
3.6 Corporate Cards

Download Transaction Details

Step 1

( Back to Table of Contents )

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

Unpasted Transoction Detalls - 543200000001234

YA
onsociion Dot volue Dote Tronsoction Descrption Amourt
Mar 29 2022 Mar 29, 2322 Lote Chorge Dehit Adjustment -8R0 3500
Bemeparpage: 1 ¥ 9-1ak)
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@baidurl.com

Website: www.baiduri.com.bn

Corporate Cards Report

Card Number o 00 C Name Zero One Twa Sdn Bhd
Card Type Masler Classic Total Credit Limit ~ BND -864.82
ReportID:  20220314045804

Transaction Date Value Dote Transaction Description

2022-02-21 2022-02-1 Cash Payment

2022-02-22 2022.02-22 Cash Paymeant

Baiduri b.Digital Business User Guide

Outstanding Balance  BND -100.00
Available Credit Limit BND 433 48
Generated on:  14/03/2022 04:58.04 PM
Cumrency Amount
BND -500.00
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.

a Guarantee Summary (14 entries]

Compary Name i NG Accourt Norme Tl Hetsencs
Zero One Two . Zero One Two
Sdn Bhd L Scin Bhd OOTDBO1Z34S
Zero One Two Zeto One Two
Sdn Bhd e Sdn Bhd OOTDEOIZ34S
-g# Owverdraft Summary

oty Name  GIF Na Aocomint Mo Accournt Numbe anit
Zs Lottor of Credit (1 entrics)

nmmpany Mame CIF Me Account Mo Litrit Heterente
Zero One Two Zera One Two OOTOROIZLS
Sdn Bhd it Sdin Bhd
x
7= Forex Summary

mgarry Nams Limit Fefmence Descriphon

57

viewal WA
| Ttk L Limit Amount  Bereicany I o v Dicres Lt
Nama Custsirrcimg Amouns
P Zero One Two
IH/L/ 012345 END 40000000 £,00000 JunZd, 2023 ACTIVE
Sdn Bhd
ety Zero One Two
H/L/ 012345 BND 0000000 g, Bhd BHO000  San 37, 2023 ACTIVE
YA
BEECY t i fetive Rute T Lirmat (K71 1 ailatshe Arrourt iy
] % BA
Mo Recerds Found
view 11 Y A
Baneficiony ATRnCy Lirrsit Aot Outstanding Amount  Expiry Date Status
Hesiras
Zero One Two .
sGD 10,00000 17 2022 ACTIVE
Sdn Bhd v e
b o
Buy Cormncy By Amoumt  Eschonge Sofl Curroncy Soll Ammourt Sinrt Daote 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
| Mecounts ¥ Limit Sumemary > ¥ 5 y Datails.

AS besances as of Ape B, 3072, 3008 PM

CiF No. Account Mame Curroncy
2123456 Zero One Two Sdn Bhd BND
Guorontss Surmmary Detalls
Guorontes Reference 1234547788 Expiry Data
Baneficiary Nams Zero One Two Sdn Bhd Curmancy
Project Title IH/L/ 012345 Limit Amount
BACK

Lirnit Arnount Outstosnding Amount
400,000.00 13,200.00

Jan 27, 2023

BND

40000000

Overdraft Summary allows assigned users to view the company’s Overdraft limit.

¥t Mormver Account Numbes Lt Farferenice Curmency
Zero One Two Zeto One Two _
Sdn Bhd 2023456 Sdn Bhd 2133455564 0OTDBO2345  BND Plagse refer  Please refer

to FOL to FOL

Letter of Credit (LC) summarizes the company's LC limits.

LC Details

Limits Summary > Letter of Credit > LC Details

Al boances as of Ape B, 3023, 4:42-43 PM

CiF Ne. Account Name Cumency
2123456 Zero One Two Sdn Bhd sGh
LC Details

Limit Reference

OOTDBM2ILS Faneytue
Banehciary Nome Zero One Two Sdn Bhd Currency
[t S=ttlemeant SIGHT Limnit Amount
el Drertis Mow 17 2022 Coos Descniphon
BACK

Baiduri b.Digital Business User Guide

Y ~
Orecedlinft Limi UniliroBion Avodobtde Amouwi Sxpey O
30,000 0.00 30,000
Lt A Quistonding Balonce
10,000.00

Ape T 2022

56D

BOOKS
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3 Accounts

3.7 Limit Summary

Trust Receipt summarizes the company’s TR limits.

Trust Receipt

Aecounts 3 Loon Accourts Dverdew 3 Truet Beceipt Dotesle

M halances os of

B Trust Receipt (1 entries)

( Back to Table of Contents )

‘Y -~
gy Mo sk o Musmitaur Burwifics v wy twrars! r [SPAL Efiy w (% il A v Duw obeest. Totcd Armourit Due Vakue Dol Moturity Dote
Zero i
One Twe 0OCTDA2345 Sd:fgr:; g sND PO 55 10,000.00 18334 1008386 Maor ] 2022 217, 2022
Sdn Bhd
Meate 2 P i intestost. Flater clonotas Prime Lencding Roiw of 5.5% ond Subject 1o Change
Duchnimer: Fee Postdue Stetus, default interast wil ooply. Please retes 1o Facility Offfes letter [FOU
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.
B Feron Summary N oresion) veunt Y A
Zem‘I' 123456 alciilizied i L0001 [ M 30, 2003 g, 303 0o
?"!:B;l: OOTDBO2345 ¥ oon w D00 DO L LY 600
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3 Accounts
3.8 Bill Collections

From the menu, go to Accounts - Bill Collections.

Bill Collection

Aoooee ) 0N Coliscten

( Back to Table of Contents )

Search Accounts By Company = -
Midancos o of Mar 25 W20 GO0 det
Irnwerd Collection (14 entries| e W A
OF N Dowee Karra Corme=- lchesence Drurey Ve Arwatary fard Cureency B Aomooe ke Do Lapary Dame Bl Temen
anTess MD BAKAR ALY OTZIFEHEIRT MD BAKAR AL mmunu v TG on 7200 e 30,2021 )
09ETEEY MD BAKAR ALY O12BEGHENI0N MO BAKAR AL :;l:f-:lmm 0 10000 on 11 70 2 D
oRETesY MD BAKAR AL OlFEHEIR MD BAKAR AL TANK OF QLA v 0000 Jon L XD Mo e 207 o
09ETEsS MD BAKAR ALl QIZIFGHRIR MD BAKAR AU A OF OB LMD v NeM0G Jon s 0 e b, 290 o
oeeTess MD BAKAR ALI 12IFEHI0R MD SAKAR AL AN OF QA v N0 Jord 200 e 52000 ¢
Outwart Collection (2 entries] vewta W A
A S Fics Truws Mo Codotry Dk ey B Arert ewed Dot Maturty Do o e
oeEREE GIZIFGHEN0NR MD BAKAR AL| MELLAN BANK LMITED uso 23200 Der X0, 2000 Fabi 28, 201 o
DS TSFGHIZI0N MO BAKAR ALL wmu uso 200100 A, 2070 My 1, 2001 »

Baiduri b.Digital Business User Guide
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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.

|
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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.

¢

STERY
INIVIATE TRAMSFER

& Applicant

Your Reference *

Pyt Mathod *

Choose Company *

| Cumyirtry B J Camtpaeny Mt

Pay From *
AR onmnt Mt | Accomd Wursios | Cuseney | Tonk Coded
Pngrrasnt Dot ™

2022~ 0da- 285

é Choose Your Own Company Account

@ Amount

B royment Information

ST LAVE AL DRAFT GAWE AL TEMPLATE

Application section

Fields

STER 2

REVIEW

Description

Mandatory/Optional

STEP 3
COMPLETE

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

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

Baiduri b.Digital Business User Guide
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4 Transfers

4.2.1 Create Single Payment (Internal Transfer)

Choose Your Own Company Account

& Choose Your Own Compary Account

Trarister To Gomgpany *

= TR rH—

PayTo "

IAcmomt Mome S Aocount Rumbso | Cismency J ook Codal

( Back to Table of Contents )

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
B 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

Baiduri b.Digital Business User Guide



4 Transfers

4.2.1 Create Single Payment (Internal Transfer)

Description

( Back to Table of Contents )

Mandatory/Optional

Debit Amount

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

Peryrmant Cusrency
usp -

(@) Debit Amoumt () Payment Amount

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

Mandatory

Payment Amount

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

Exchange Rote 1 BND = 1.034204 ALD
Note: Exchange rates for ofl FX transoctions are indicative only. The octual rotes will
be opplied ot the time of axecuting the paymeants

Mandatory

Baiduri b.Digital Business User Guide

64



65

4 Transfers

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

Payment Information
Ii Poyment Information A

Instruction to Bank

Instruction to Bank [Line 2)

Payrmnent Remarky

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
Tramghers * Creote Tramfer

. ~
2. Applicont
Your Reference *

Perymant Method *
DOMESTIC TRANSFER -

Choosn Gompay ©
RGUTIL2 / RGU2 -

| Compary 1 7 Company Name)
Py From *
RUCIO00332 / RUCRIDOO3SZ / AUD / BBS Q

(Aestenant Mo  Ascount Bumbe | Cunency / ikank Codal Clmm

AL 08 5632000

Poymant Dote * e
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) — (BacktoTable of Contents )

Beneficiary

& Beneficiary
Tionster To «

(®) Samo Bank
() Othor Bank

Pay To *

[Meerrfichenry o | Acxouind Mumbsar | Benk Cost |

Crsaut Aaing Rnpetcury

(&) Amount

fi Payment information

Fields

Description

Py

Mandatory/Optional

Transfer To
* Same Bank
¢ Other Bank

PayTo~ Q,

{Benaficiory Mame / Account Mumbser | Bank Code )

Create Adhoc Beneficiary

— transfers the payment to another beneficiary
account within Baiduri Bank

— transfers the payment to another beneficiary
at another local bank

Mandatory
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4 Transfers

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

Fields Description Mandatory/Optional

é B fici
Transfer To »

)_Same Bank

(8) Other Bank

PayTo* Q

[Beneficiory Nome / Account Number / Bank Code )

Creome Adhoc Bansficiary

Poyrment Prefenence «

l'e;l Normal 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.

Seaich Beneficiary

Bermwicsary Marme Dk,

Banetclary Arcount Kumaer

s sy

Sasrchfoss

o un
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4 Transfers

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

Fields Description Mandatory/Optional

Create Adhoc You can create an Adhoc Beneficiary if the intended
Beneficiary beneficiary has not yet been created under Beneficiary
Management. Fill in their details in the fields below.

Create Adhoc Bencficiary

2 Bonoficiory Main Infonration A

o T

) Sorm Bonk (8] Cwurbak

Eenefuiary Nek Mo *

Bonaficiony Acourt Mumbar

Hereficiony Hosme

B Banchciary Comoct Detals -
@ Benchciary Additional Cotail

B Boncficiory Bank infonnation

| Save this Benefclary
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4 Transfers

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

Amount Section

& Amount

AUD

Peyrmant Curpncy *
BND

() bebitAmount () Poyment Amount

Payment Amount *

Exchonges Rose  1END = AUD

Hioter Exrhonge mtes for ofl FX Tnsactions o moioat ve only, The octuol mimes wil

B tha tama o8 h

Fields

Debit Currency

Description

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

Fat

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

‘ wmq:na:mwnmmmmm;mmmnm
Processed ol

Mandatory

Amount Priority

This field has two options, select one:

— To debit the amount based on the
Debit Currency

- To pay the account based
on their currency

Mandatory

Baiduri b.Digital Business User Guide
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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 -

Peyyrnomt Cumrency ©
usoD -

Armsourt Pracrty «

(®) Devit Amount () Payment Amaunt

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

Exchange Rote 1 BND = 1.034204 AUD
Note: Exchange rates for ol FX transactions are indicotive only. The octual rotes 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

Instruction to Bank

Instruction to Bark [Line 2)

Prryment Remaorks

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 ¥ Create Tronefer
Fat FARRY FE |3 =1

& Beneficiary

Tronater To =

(®) Sarme Bank
() Other Bank

Pay To * a

[Mesnerficiary Mormn | Account Nurnbaey |/ Bk Code |

(8] Amount

B Poyment Information

COMNTINLE SAVE AS DRAFT SAVE AS TEMPLATE RESET

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

Refer to for more detailed guide.
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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

o Appiicant

Inpyrmama waitiaat ©
INTERNATIOMNAL TRANSFER

Choose Compony -
{ Comprany 10 Compamy Mam)

Pay From ™ o,
Ucmount M | Acoaunt Wumiber | Clamaniy | ok Codel

Py Db *

HID2- 0424 al

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.
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4 Transfers

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

Beneficiary fields

Uborustcioony Mo | Aciobont Number | Donk Cooke |

Eoite Auite Bonsfcony

Description Mandatory/Optional

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.

Seaich Beneficiany

Berrmiecsary Marsm e, -

Benelcary Accouni Numasr

Fre WESET

SosrchRosutts

iz fecinn fou

TS un

Create Adhoc You can create an Adhoc Beneficiary if the intended
Beneficiary beneficiary has not yet been created under Beneficiary
Management. Fill in their details in the fields below.

Create Adhoc Benaficiany

o Boroficiory Main Infonmation e

o T

) Sorm Bonk (8] Cwurbak

Eenefuiary Nek Mo *

Bonaficiony Acourt Mumbar

Hereficiony Hosme

B Banchciary Comoct Detals ~
@ Benchciary Additional Cotail

B Boncficiory Bank infonnation

[ Save this Baneficlory

o
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4 Transfers

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

Amount section

& Amount ~

Poayment Currency b

Chorgess Borme Oy * -

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

‘ wmq:na:mwnmmmmm;mmmnm
Processed ol

Amount Priority This field has two options, select one: Mandatory

— To debit the amount based on the
Debit Currency

- To pay the Pay To account based
on their currency
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4 Transfers

Description

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

Mandatory/Optional

Debit Amount

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

BMND -

Peyyrnomt Cumrency ©
usoD -

Armsourt Pracrty «

(®) Devit Amount () Payment Amaunt

Payment Amount

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

Exchange Rote 1 BND = 1.034204 AUD
Note: Exchange rates for oll FX tronsoctions are indicotive only. The octual rotes will
be opplied at the time of executing the payments.

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

B Paymentinformation

Instruction to Bark

Instruction to Bank {Line 2)

Peryrnent Remarky
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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 Dedoration

P of poyreet ™

ook for procensing

Laschamor Thes parymaes wil D geocessest fwmagh e ey

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

4.3 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 © 207M020810BITAS

SiER sie? SHF )
CHEATE BATCH FEVE W COmgETE

B 8owch Criteria Seloction

RGUTILE [ RGLIZ
| Gty 1 | ety Kervas)

Py o
RUCIOO008/ RUCRIDO00E, BND /BEM Q

VAot Woxtek [ Actonstt S | Gursscy ¢ D Dol Theer

B -

D

(7] Dwit Aot () isorymeont Ameunt

Exchonge fiots | 500 = | 8D
Mems L i i o £1] 1T Serrmam-ficas con vadrrine ey | i S s vl b gt o Lha b
o e it

Putywarn Leste ©
2071-02-08 ]

Ehcunin e, (i S04

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

= ban,g._ag PP

Create Batch Payment

Trrestors 3 Crmomn ok Pyt

& Payment Dotoils &

Your Beforanca *
20N0BOLMMOO00E

Yoy To* a

Plmm sben.t Shas Lorrnsre o ety b

Perpmiant Datall 2

A A
Caciemrmsr Frin pampeviant wil b grosmmssd Smagh mre chesk ored mo hase dolay 1 fEoyeort eiioment, °

o Ammi i ha bt e oo e 00 SRR

Enter all necessary information as required for a transfer.

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

Create Batch Payment
Trnaors  Crcn Bkt Py
LA Ll

(s oy o prm— i

il i B Toted Uit ey W00 AR

g pge 8 F .ie
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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 Botch Poyment
Temmtor: 3 Crnato oich aymond

® L L
CTED | £TE 3 STED 4
CREATE BATCH EEVEW COMPLETE
B Botch Criteria Selction 3!
Pyt Mt DOMECTC
Dewerd Paywent Type Marvacs Puocessng Deor— ST
Trarmes o e e
Gty WU AT
Pay Frorm OO0 | EENEIOLD ¢ M e
Dkl Cuissncy LT
Py Curmey o
Pyt o ot W, 00
Covheml Pungivasrt it o W N

fE  Poyment Datolls ~

il i v Ry bl et Amcaasd A4 100 020 ol

AR AT IR P TR apwn

Bomporpoge 5 T tolell
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4 Transfers

4.3 Create Batch qument ( 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

Tmmebors 3 Crote fiotrch feaymert

\Brytrh Refonencs - 0XI0ZISTALE2LE

L] L] ®
s STEF 3 EHER
CREATE BATCH W

Foryroeers Rt DTS

Peryeneni Mt Desmeaic Trorsbes

Company RERITLY { RGLE

Ty P, B { PUCHIOOOIE / AU / B8

Dot Poapmon Type: Mo Prcerng (eon-S19)

ot Dbt Aemscird AU W00

Porywree Cxte -Fode

Devbed PnymusriDoke W-Fe- 200

imm—

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

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.

5 Reterence : 2020157355762

o it ]
INTATE 3

Yeau Redorence *

( Back to Table of Contents )

Prryrmont Musthod *

(=

Wiy I | Carmgumsy Meprssl

Py From *

U amast Wt | s Hslnn | Cxmvmmary | P Cisisl

o Benoficlary
a0 Amount
B Stonding Instruction Infosmetion

B royment information

GOt AL DRAF T L

Bk Bk, Uiyl 201

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.

et Aok e, mansmany
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4 Transfers

4.4 Create Transfer Standing Instruction

Standing Instruction Information section

ooy ©
Monthly

Ther: Date

200-02-18

( 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

2070291650221

Template Nome *
Tompiato Mame i mondotony

Tempiate Accos *
() 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 Workfiow
ety > S Wik s

Fior Trreocson

Single Payment -
Wiorkdlow List Sebuct k 4
RINOENALD :.:—’::q'l 0y 2’1”- /oy, WHMD b 2, 200 Prinmred Trsershor m
i doaih i [ o |
abisol o kel ot
AL IR WAL/ RACHOCO0Y [ e [ WAL £ BUCEO000 / nll [ e p— [ —— “
won e
i P it [ o |
ocmmcuy | YARRKSROAT RO e /OIS A R [ ]
. o - WAL S WECROO00H | TG | Sesieachac T S LICAE T A
— o et owmn I -
an JAG Bheeed / NSLINTT |
/e uso / s bl —— m
T e s onm e [
e = RCAD S WUCTO00ATT /ALK DESEUEUEORT ¢ HIEmOR
i i o A e 80 g [ o |
hempp ¥ DD Q: "
Under the Action column, click the drop-down arrow, a submenu containing
Edit and Delete option should be displayed.
Maonage Workfiow
Trombors 5 Moraus Won o
i Tt
Single Payment -
Wiorkflow List Select - =
-
ArRIEEVIGAT :Ii.n’ Lol r( (e WO00  Frste 75, 2007 e T
MIOCETOMNO TR Jom B 20N rarrves T
e e i [ o ]
NI AL/ RACiOoony [ el ALY [ REINO000s | me [ ST 2071 byl Temler
jom ] su
TS WA s &, 2O hertus Terois
Y e e e 00 Deemoa0 P— [ om |
- A  TUCINO0006 / BND [ tesiodhoct | TIIHA “
TR0 T i [ — TRO0  Dwc B, 200 TR Il
e 1B/ RUCKIO00AE / MID blusre / FTIRRDGIEND
NIICUIN S0 . B e 100 D M, KO0 Dot Trowmbe m
RO/ AUCHIO0008 / BND [/ avegl [/ MSADSAMEIE [ USD) /- “
EIOTIITETAIGY A Dec 36, X0 Dowrest Tropsies
e |om
- BEAL S MACHIONGLES / AUD  STRISTRT [ R |
FPOTZRIISOETTY i i 100 Dese 6 200 erturterwy Trorake “
L 0:: "

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

= Ddina

]

Edit Transfer

e ), P W ot

Froyrraert Ruference - MITNZISIITIAEE2

[
H
P
i
:
i_
[
i
fle

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

the updated details.

( Back to Table of Contents )

2F:

emsmchen, Fudbwacry W, I o8 S30.05 AS ELRT IR0

L
Ny
COMPMETE

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 (CBack 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

Treriors 3 Manage Trorses

[rap——
Single Foymant -
Seench Tronsfess i
Manage Tronsion A 4
| R S Py Frem Tery Ry Acasm P D Py Moot i A
T maAR e e ke neisd »o 00O fet 0207 [T m -
Bea OND [/ 888
R [ RUCFIDO00Z / 8t/ MR SARLAY MHARBANI
= ZIZITAY WX
REUE [ RUCHIDOD0S PR T Y F
- 00w 00 et 90 - S i e
s i
= D [ e
EOENTRE IASTYIAL] 00 el mn WOCMEETC
= TS R 500 - 2
et ¢
ADNOAIOALIS. s / i) EEMPENMIEAIE RIS [ BHD D D0 o b 20N ™ m -
BEm
i Ittt |
ATHNENOSDS ! i OTSASEROAAGIORER [ BN BND D0 Jond 200 ™ m -
wn
|
o O iR o <@ s covenc .-
Lo OND /e
FODNTEFFITRAITIA en AUD / DO el TFT Soe k200 DoeaEng -
=T BN e [V e

P g p 10

-1
:
(=]
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;
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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.

Your Referance *

syt Moo ™
INTERNAL TRANSHER

Coow Canpany *
ROUTILZ / ROAZ

oy )/ Gy Mol

Fany From
FAICHOOODE, RUCFIGO00E  BND/ Bl

Bl »

O S 40200

Frryre [hstn. ©
200-00-% jca

ab Choosn Your Own Company Account
i Amount

B Foymont information

L=l AT AL (AT LANCLL AT

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.

= PP

L= 0 ST | L 30 Tusoo Crtene 5 JUUE of 25034 P GMT+DS.30

Manage Transfers

Teansteri 3 Mundge Trafen

Fiom Transsctan
Sirigle Poyment -

Search Transters i

Payment Heferance Pyrmam Mirthod -

Pavitacd [lka
JAon 01, 2019 - Ot L 2% ] Status "

e Saan )

Manage Lint *
TR BB Abos Savial / JOT00160T1  BA_SHT 4 SUDG100ET § e T ] T _
1540/ DEE 00/ DER
ZOTMTISATI V180 e Skl ) 20000710001 Jshn Eemn 00 08 Fdn I DIMETTE m
#5000 be SOB1TI00I F B0
nes
Tty FHan sTasd Miog Sirtnl  FOIOOTONE  shn Beiin ) 808 TIOR e TR BETE toas T _
{560/ DET COUSTIH00NT {560
s
AT TI SRR Ahon Balel / FONOETOOET  John Bein | 350 nm AN = CRETTT _
£ S0 DES BOO5VTSO00Y ¢ SH0

Click the PAYMENT REFERENCE link of the record where the user can view each field
of the selected record as shown below.

- "y

‘ot T 0 LENED Corooeute D harte JTARBUCSE S0 Fasactey Cototae |, 2009 ot 60T A7 Pud OMT 0530

View Single Payment

T 3 MEOELET 3 Ve S Sapmer

Pyt Ralerance. 2NIETIATISH04
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Py [ aun 38 W

el P gt Ty ot 1, e

& Own Company Account 5
Ty A G A i

. e B0V 06 B0 DBl

T Aot o
s ey el

R LTy GO

Baiduri b.Digital Business User Guide 90



9

4 Transfers

4.7.2 Amendment/Deletion of Standing Instruction — (Backto Table 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
Trrwtors ) Monage Frrdors

Search Transfers 51

Manage Tronfers

HUOSITO0ITIS AP TSTDOME

123454 | 122456789
JUSD  BBS

123455 / 123456789
{ USD / peg

123456 / 12ZAE67TBY
/USD / pea

ABC [ 12345678%

B Dosventic Trormhor
/ BN/ 888 -
ABC COMPANY
/23656789 [ BND 5 irviesrnal Tronshes
/ Baa

ABC / 123456789

/BND BEE S Ry

84600
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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.

To view a video tutorial on approving transactions, click here.
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4 Transfers

4.8.1 Approving Transfers

From the menu, go to Transfer > Manage Workflow.

BAIDURI BANK ©

—
— Transfers

» Create Single Payment

» Create Batch Payment

»  Create Transfer SI

» 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.

Manage Workflow
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4 Transfers

4.8.1 Approving Transfers

( Back to Table of Contents )

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

Pt O B

Il Emsm s

[T )

Homrrry e e BT |

[ty o DA LERLAL |

P

micry. Pty W 200 of RRRAS ARE O -RO0

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

Authentication screen reference

0 Srwminre Casharria Dese

ER- e

L e

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

4.8.1 Approve (Transfers)

Approve Transfer
Trorsiors 3 Manage WoskBow 5 Approvs Trarsor

Paymant Relsrence: 2051021512809627

( Back to Table of Contents )

] [ ] L]
Bl b2 e %
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Diethereed Fesymest Tyges BT
ey Prom AT FUCHICO000L M ECD
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Dstiverd PoytnentDate el 20
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.
= Daga PF
Manoge Waorkfiow
Tegradory 5 Fotogs W
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You can view transactions by generating the report under » (Account Balance Report)
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4 Transfers

4.8.2 Amending and Rejecting Transfers ((Back to Table of Contents )

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

BAIDURI BANK ©

fﬂ] Bill Payments A
» Create Payment

% Create Payment S|

|>> Manage Workflow |

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

4.8.2 Amending and Rejecting Transfers ((Back to Table of Contents )

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.

it U ) estrm | | Cirmate ot s e St - oy e 2008 3t
Send To Amendment
i L ]
o Own Company Aceesunt e
Eomprany WG RGAS
Foyta ACTO004! RUCFION00M" BHOL 188
& Amount ~
et Cummercy i
L o
Dt Aemcarn DGO
5w b e LS (XL LAK )
Furpttard fruned ANTO0.00
s s (NI M CIOULAR )
B Poyrent Information i
Pt Usted ]
e e e 3
e T ]
B Feason For Send To Amendment ~a

———— [

After a transaction is sent for repair or rejected, it goes back to the Maker's workflow
and they receive an email notification.
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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

Baiduri b.Digital Business User Guide
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5 Bill Payment

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

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

Create Payment
Bl Foymonts & Coate Foyment

et o v sty
Eill Faymant Referance: 202102168586081

SIEF ¥ SIEP 2 SIEP 3
INITIATE PRYMENT COMPMLETE

Chinee Comparmy * -
(PR —

Peay Feoem *

[Po— PO r=p— -
£ Biller Information 7
B Poyment Detgils i

LA SAWEASUDRAET  BESET

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
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5 Bill Payment

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

Fields Description I‘Idcnd‘ctory
/ Optional
Your Reference Set a code or reference, so that you can identify and Mandator
remember the entry in the future y
Choose Compan From the drop-down list, select the Company you wish
P 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
] Bilorinformation a
Chaose Biber * Q
Covom Achoc 14 Foye
8 Poyment Detail: v

COMTHILL GAVEARDRAFT  REBET
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5 Bill Payment

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

Fields Description Mcnd‘atury
/ Optional
Choose Biller Click Choose Biller. The Search Bill Payee window will be prompted. Mardeten
Enter the Biller information that you wish to make bill payments to. Y
Soarch Bill Fayon
Frr_e— - Bl ik
Dl e il Prayes Nick Nusimae

M At ot S Siftwic i (T aataty

Lian b e P bt i

e et et

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

I o enamarion
o o VAN Dt o
im0 £

ot n

1R Prrprann Dt

Functions under Bill Payment
(8] Payment Details

Payment Date *
2022-03-31 =

(One Hundred Twenty Theee BRUNEI DOLLAR )
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5 Bill Payment

5.2 Create Bill Payment

Fields

Mandatory

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
= Dasia P
e e i ¢ bt o AN at
Create Payment
Sl Foyments | Croote Poymant
Pay¥rom HRICIOUORE HURC OO0, ESHE B0

Baiduri b.Digital Business User Guide

Credit Cerds | AutoBillerBNDOpen /| AutslillarBNDOpon | Bllorluic

Feby 16, 2021

BRDAGO0
{One Hundreo BRUNE DOLLAR |

( Back to Table of Contents )
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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.

= bdlgik_.] PP

Create Payment
BllFoyments ) Ciote Payment

Bill Poyment Reference: 2021020672656951

[ ] [ ] ®
SIEP Y STEP2 SiEp 3
INITIATE PAYMENT REVEW COMPLETE
& Applicant A
Fufomerice MMOSAMEADCS
Conmpany REUZ
Pay From RUCIDD00R, RUCAIDO00E/BNDY BEE
B Eillar information ~
it Crued Nurriset =
@ Payment Details 5
Paymaent Dte: Febr 18 2001
Payment Curency DHD
Paymerit Armownt BNDIOOD0
[Ome Huscrod ORUNE DOLLAR )

Rernadks
B Additional Information ~
Lol e
Lol Feba16, 2001
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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
Bl Poymont ) Croate Fayment

Bill Paymen: Referance: 200107107 1545554

L ® L
STEF 1 STEP2 STEP3
INITIATE PAYMENT REVIEW COMMETE

@ ool

il Perymint Refrrenoe: NOTETIDEES

Teferoes MMOZAMPADDT

Compeny =]

Pary From RN /S RUCAOO008 | BND / BAR

Bl Coeit Gards ! i

Credit Card Hurmber 1+

Prryrraant At N 000

Payrent Do W-Febr-200

Fee Amoarnt. HND IO

Baiduri b.Digital Business User Guide 104



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 ((Back to Table of Contents )

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

Creote Payment Si
8 Poyrmants: 5 Crooto Soymont S

B

STEP T STEF 5

Yewnr Falarerce

Sl Nick Mome *

Description lﬂcnd‘ctory
/ Optional
Your Reference Set a code or reference, so that you can identify and Mardator
remember the entry in the future y
S| Nickname Enter a preferred name for this particular Standing Instruction so Mandat
that you can remember it easily anacon
Choose Company From the drop-down list, select the company that you wish to Mandatory
set up a Standing Instruction with
Pay From Enter the account number of the account you prefer to deduct Mandatory

from for the bill payments

* This field should be auto-populated based on the Company
name chosen in the Company |D/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.
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5 Bill Payment

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

Biller Information field functions

2 Eiller iInformation .

Chooso teler ™
Crecit Corcs/MEA/VE/MMOBRDOT a

|Her Catogory / M Coda / Séor Mame / Foyue Mok Marsal e

Vierwr [ By

o B

& Amount

Mandatory
/ Optional

Description

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. HichiciaRy

Savereshy Aill Peayesey
ber Crrmgrry. e Cockn
Bl e B Py Bl b

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

E] fur termanion

S
it Corse, WEAN A sl
e o e e | B . by e o

1F]

——

ot vt u

M Peymen Dl

e L
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5 Bill Payment

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

Amount fields functions

Py Aot
1W00.00
Amaunt should be botwesn 1to &

. 21 w
T AV ASDRATT ST
A
Fields Description blflcmd‘c:tcry
/ Optional
ment Currenc This field is auto-populated based on the currency selected .
Py ¥ under the Pay From field Auto-populate
Payment Amount Enter the amount you wish to pay Mandatory

Standing Instruction Information fields functions

‘Seort Date ~
2021-02-18 =

Misrsnt £F v *

8]

Figure 1: Create Payment Sl screen
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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
Bl Fayrants » Sreate Paymant 21

Friqusncy *
Menthly -

Manthiy

Yearly

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

Create Payment 5|

Bl P ¥ o P

Fraguunzy ™

T

AL ol

MAY 20 - ]
Murri

Rami

":s ]

5

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 ((Back to Table of Contents )

Review

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.

1 R Mumiber ¢

L =} e

STEP 1 STEP2 B3

INITIATE PAYMENT & REVEW COMPMETE
& Applicant %
Reforence SANPMMODOO
51 Mick hame: TORDIDE
Cotmpary REUTL2/RGLUZ
Py From 'RUCIO000E, FUMCHTI006, BND,/BEE
& Biller Information A
Poy Ta Cresdit Cowcte  VISA / VD / MMODPOOT
Card Mumiber b~ et
@ Amount ~
Poyment Cianesecy BND
Peyment Ameunt BNDILOD
R LN DOLLAR |

=] ding instruction 7
Frecuency MentHy
Hurkses O Qcumence 3
et Dute: Febag, 2021
End Date Ao 19208 ‘
Dot Bommerrhoe

Actions Response

Proceed To Submit To submit requests for approval ‘
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5 Bill Payment

5.4 Create Standing Instruction

Complete

( Back to Table of Contents )

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

Croate Payment Si
il Froyrmonts: 3 Croat Foprant 5

Paymert Wurmier -
L] L L
STEF | STEP2 STEF 3

INTTIATE FIYMENT 51 REVIEW COMELETE

@ v approwal.

Pyt 31 Redereres 2002WMIB5TIT

Refereroe SAMPMMOBO

B Nick Heera TOROT

Compary RGUZ

Py From REUZ / RUCHIDOOJE / BND / B3E

Pay To St Corcs / VESA | WESA Diller / MIOLPDOL

e e e,

Payrresnt Amourd. BHD 1000

Freguaney Moty

Sxert Date Tii-Feh-2071

End Dote T-Ape-2001

Fee Amount BN 25
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5 Bill Payment

5.5.1 Approval Workflow for Bill Payments

To view a video tutorial on approving transactions, click here.

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

( Back to Table of Contents )

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.

BAIDURI BANK ©

fﬂ] Bill Payments ™
» Create Payment

% Create Payment Sl

» Manage Workflow

Manage Werkflow
O Perymantz 5 Horogs Workdlow

o Tonmcton
Bill Payment -
Werkflow List Saloct ¥  SBoorch
B8 fotyene) Beieeencn ey From oy T Payrrent Done Cammaticy Payemesit Amotint St Aot
'x el AND ey =
HOTEURSEE AT/ MCRON0E | BND / FRE ?‘“w ik Forhs T, 207 AND oaoa Parcling fipprwal -
AZIOTHPODIWES RGUZ / RUCRIDDO0E | BHD /338 Crecit Cands/visal/visal/bluel?  Fab 6, 2000 #ND 000 Pending Approval -
WMOTEEWGTIO nouz (ovo/ems O Fab 15,200 KD 10000 Pesding Appeovel -
SOOI acuz/ {BND/EBE | o ) ¥ e 2300 awo o000 Perding Approval -
Ot Cants/VEA
oMONETINSED actz/ wcmonooa (e fme o Fab § 2001 aKo wooe Pl Aparivesl -
NI neam ! BN FERE : Fob &, 3001 E] w00 Bwrcling hpgsnmed -
AAEesTEs G2/ RUCRIOD008 ¢ BAD / BIE  Crecit Comt/ VISA/VE/ VisaCard  an 29, 2001 aNo noo Perding Appival -
ITURIRTIAELS AEAZ / MICHOM0R / BND /B Crelt Cante/ VIEA/VE SwiCard e I8, 00 aKo w00 Prrding Appanowed -
MR IR0GET] sz {R | 508 ""d,_““ Aipshition o IF, 200 N W00 Prtlieng Apprved -
Crecit Cands/CC Bil/CC
BT ARG HGURZ ( RUCHIDDDGE (M| 5010 on 7, 208 1M g
Pendiig Approol -
o= perpoge W T | AP 14 on 3 4 >
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https://www.youtube.com/watch?v=6V47d_c2Bmc

5 Bill Payment
5.5.1 Approval Workflow for Bill Payments ((Back to 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.

Click 'Search'’ to search for specific bill payments.
You may also view a more detailed record of the transaction by clicking the reference number.

Manage Workflow
6l Bowrrests ; Manage Wordfow

Pt Tmocion

Bl Payment -
Wordlow List Salact *  Saawh Y
T Pyt Aeference FayFan Fay o Py Dut Cunancy Py At £ Adticn
’ . Credt Cards/ AsolilerBNDOpen
WIS RS/ RUCHIOD0S ( 800 /1838 Feaie, 2021 L] wogg Femscing Approvol -
MRS nou, { BHD /BB g ! Fela e, 200 aup w00 Terscirg Apprevsl -
AT RGUZ ¢ RUCRIONOCE { BNG / 636 m‘*l AT ety 15, 2021 BHE 10090 Pncing Approvel -
a Crecit Carda/ AutoBierfNDOpen .
WO ReU2 BhD /538 Fob ¥ 208 BND 0 Fending Approvel -
AT U2/ oo g e CORENEA ety 2 D woog Femcing Approval -
Eroodbond,Teecom/1C
IOTWIDATRIZINT RSUZ / RUCRIO0008 / BhD / 08 Fiecsin Feb 4, 2000 oHD 10000 Femcing Approval -
AT Az / ma) ) EE '\ e 39 WY AN naa Py e -
OWROMOIEEE Rouz/ BHD /B8R 28, 2021 oHE L] Fenwcitgg Approvil -
OTHIFTOOLIAT RG22 4 NR J SCR bl ol Jon 2T, 200 MR na.00 Feacing Approuned -
Credit Canda/CC HlYCC
RO NOB0EET RGUZ / RUCHIOMNNLE 7 N [ 5CB Jon 2 2021 MR 200 Hending Approvel
L il Vs -
rompepge 8 cwem 4 @23 45 2 oM

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

5.5.2 Approving Bill Payments

Step 4

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

Manage Workflow

5 Pyt 3 Moncge Wk

it Trwznactinn
Bill Prrymant

I8 Foryment Feteern

IOTTME A

IRODTD0EES

OTONFEWTITD

ORI TS

gy Pram

BELR S HCROO00R / BUD | R

RGUZ / RUCHIODOOE / BND | BE8

RO/ RUCIDOO0E,/ BHD | BOD

vay 1o

Crandit Cende, At FNDOpen
# Rt BB BN ey e fustn

oot Cones vl s 1 bluelZ

roactanc, keecomy 10

Ol Teckecomm.
RELULS BND [ ?m"‘:"w“u‘,:,ﬂm
REUZ o | i:liﬂllm
RGLE  AUCHIODOUD / DHD | B0 mﬂ
RGLZ / RUCRIOO00S / BHD | 00 Coeil Gonds, VESA VI WisaCont
ARG/ RUCRIOOO08 / BND | BBD  Credit Cords/VISA'VE VisaCond
oot o ol

Coedit Copts/CC B CC

Baiduri b.Digital Business User Guide

Py Coe

Feb ¥ 200

et W, 20001

Fels 15,2021

e 2, 20

Select v Seomch 7
ey oyt Amount Somus tion
o 0000 Pending Approvol -
o 000 Peniciing Approvel -
D o000 Prading Apgronel
Approve
i) oo Pencing Apprcual
Tjact
(£ 00 Peticing Apgrovel
Amendment
[T oo Petiing Approvdl v
oD oo Percing Apgrovcd -
BND Hon Pending Apcrowl -
INH woooo Perudng Approval -
IHE prini} Pencdng Approvol -
@::4: 7 w

Smmporpoge B T 1-Oolt® e
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5 Bill Payment

5.5.2 Approving Bill Payments

Step 5

( Back to Table of Contents )

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

u Applicant

L o

Company HGUTILE / HeU2

Peay Frren B [ FICEMO008 / BM /AR

Dillet Tt Cands VISA (VB / OfieBies

Cored Mumbes 7

Lesbelt e

Lol Fen ' 2021

Lot Feth 7, 2020 TARLTPM
Lihelds BRO2.133.00

E Payment Details

Rymant Dt P9, 3071

Foyment Cumency o

Pt At 100,00

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 transaction.

£TEP2

2
g
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5 Bill Payment
5.5.2 Approving Bill Payments (CBack to Table of Contents )

Step 6

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

On your Baiduri b.Digital Business mobile app, go to Generate Secure Code to generate the
secure code.

u ‘Pergmimr Enrberineing Dedeie

T Wit ordon

Pom p ) :"'1||-u.- =i Turan
sl L1,

L

a2 « o [« [ = [5
L R

Step 4
Enter the generated secure code in the respective field.

u ‘Pergmimr Enrberineing Dedeie

T Wit ordon

SLLLER.

%

Digital token

P rRar =R Reese ok

s . s | . n]

R
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5 Bill Payment
5.5.2 Approving Bill Payments (CBack to Table of Contents )

Step 7

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 Payment
Apriicres 3 Monoge Warkfiow 5 Appeoss Payrort

Bl Poyment Refersnce: 20Z102078TN0EZES

L) L] L]
=] STEr 2 EEPS
VHRFY APPROVE COMPLETE

° . e

Tl Payrreent Tedorors IOTO0TETI0ZE

R L=

Company REUZ

Fexy From RG2 / RUCFI0000E / BND | BO3

Gllr Creclit Cewebe / VTRA / VISA, Bl O lbent-

el Musris u

Py Aot OHD D000

Forerment Cetie Ov-Feb-2001

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.

= Doona PP
o I - Fabrury 10,
Manage Workflow
S fmmant 5 Manoge Werkdos
Dresdbuanc/ Offing 1
AAMENDMETATL RGAR { BUCTD0ONG / INRLS SC8 - Full O INR Full/Offfe INE Jan 22. 7001 Ll 200 -
L]
Croust Cords) Adtotier!
RDTOMINZAITTRST RGLE / RUCRID000Z / INR / 500 .:’ 2 Jan 13, 200 HR woo00 FPesiing Appeoval -
Coexh Cunets At |
ITUIETII0E -
RGAD / RUCEDOOND /INR / SCR i 7 dan &, 2000 R oo
Eacundbrinet/ Offine N3 e
20BN RGAZ / RUCHIDDOOE / INR / 5CE il Offline [N Full/Offiine INR Jon 5, 2001 L o0 Frnciing Apoeoval
Rl Coneel Release
20NIONISLEATEDS RCAZ / MUCMD000 /INR/ SCB ik iz JonE, 200 R 10000 Frading Aporoval -
R kT
Bresdband/Orline Hile /Online
5 T F R 5 -
NTHTIOS LT RGAD { RUCHIDNONG / INR £ 500 et e Jan 5T Ll mang Prveling ool

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

5.5.3 Amending and Rejecting Bill Payments ——

Step 1

( Back to Table of Contents )

To amend or cancel a transaction, select either Amendment or Reject in the Manage

workflow screen.

The Send to Amendment or Rejection screen will be displayed.

Bl Poyment Reference: 202 1021515167170

L
STEP |

Boodband / Tifoem / TC Billar / Telasom

z

togt

ren 1y, I

Faba 15, W, £ THER M

BNLIZ $33.00

Feba 15, 2021

Do
T Hundred SHUNES DOLLAR ]
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5 Bill Payment

5.5.3 Amending and Rejecting Bill Payments ————— (Back to Table of Contents )

Step 2
Under the Reason for Amendment or Reason for Rejection section, fill in the Remarks field.

[ Reoson For Send To Amendment

| S
Error in detnils

0

=
~

Step 3

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

Send Te Amendmant

Appbcand , Meanage Werkbow 5 Sond Ta Lmoncmart

Bl Poymeant 200K 0
® @
STER 1 STE 2
VEUFY COMPLETE

@ wu s

Al Petyernr Bestewiaces AT

Refereee =

Company LT

Fay From RGAR | RUCRIDN008 / BND / BOD.

e lroodband [ Telecom [ Feeooms Bl leoecom

Flesi Fieded »

Pyt Amourd B0 0000

Pyt Dats -Fab-2021
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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

( Back to Table of Contents )

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

be displayed.

Manage Waoriflow
Wl Poymants 3 Honoge Workdflow

P Tt

Bill Poymant

‘Workflow List

e

ONCTEEUATI MCLE { RUCTOO00R | BND / BEG
ICITIETREMSA REGLD | MICTOO0O2 | IR/ SC0
ETZEALMAIEL WGP MLCRNOO0T |/ INR £ SCR
2OTIOFEPEISTI REUZ

FTHESTITE RELZ f RUCHO0OOR | WF / SCR
Pl R

2P RGU2

MOOTINTAISLEA RAR

IGVTINTEINT nen

IO nou

Py T
[ SO T S =
Dl Febieram

Credit Corets, AustuBilke
Faste B 1 e OHTR0

Croaclit Crvete A strofiiinr
FAtcBiler Vtest93 /98

Cractit Cepcie | Austfiillor
/AstcBRler | et 98798

Fest 15, 2021

e 75, 071

oy 12,2007

Jows b, M0FT

Jon S, 20

D 26 2000

Selact

-

EMD

D

o0on

|—
4

_|
L

CHHTE

Mg B T 0w (4 Q@::55: n

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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5 Bill Payment

5.6.1 Search - Pending Repair (Amendment)
Bill Payment Records

( Back to Table of Contents )

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 Poymant Refarence * 200021514510

e Applicant
fesmeeoe
Cestrpcary

#ay troem

& Biler information

B Additiondl Information

reteif

REUTLD /R

RGAZ  RUCRIMO00E / DD | oot

Doooutvord ¢ Tekeoom ¢ TC Bl [ Selecom

Fuby 15, 30271

wooa
fOne Hundred BRUNE] DOLLAR)
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5 Bill Payment
5.6.1 Search - Active (Approved) Bill

Payment Records

( Back to Table of Contents )

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

8 Poprramts 3 Prayrvoat List

RGUZ [ RUCTI00002 / INR / 5C0

RGLR { FICINONGS /T | 500

RGUZ [ RUCHIDOO02 / INR [ 508

RGLR [ RS0

Py

Corexclit Cards/ Auicider?
st e EOBTRR

Cmufit Caarelsy/ AutiBied]
 Butesliilenl et VET9S.

Coedlit Cands/ Autoie]
ALl st AR

Caeclit Cornds/ VIS
N CflraTiler

Ceeclit Cards/VISA'VE VeaCard

Conit Cands/ Autobden

T Iransocton
B Poyment
Seewrh Bill Poymarts
Poymerts List
1 Payrent Ko Fory o
ICETITOZ5E,
THITLOTRRSAT
HEHNZFIWOZEES0
RGLEZ { RUCKIDO00B / OHD
InEwEDsETIZE :
[
RGLD [ FUCMIOON0R { BND
(015
RIS
RGUZ [ RUCMI00008 / BND /
JOEWAITIIEEE N,
AR
NN ;T8 RGUR [ RICINOOGR / AND £
L
U | FUCRIDOO0H / BN/
OTHIT T
3 =]
RELE ( PUCIMO006E / BND /
HOWITBLES TS

Coselit Coeds/VIEAVENVD

Cormeclit Caardsy VISA VG, VE

Cazsclit Cordsy/ VISA, VD,V

Cornelit Crarcd e VISANVE Ao

Prrynent e

DecT), 2024

Jen L. 2024

Dec3| 022

Febs T7 2027

Feh 30, 201

Fely ¥, B0

Fels @ 200

by 2, KA

JonZg zom

Jen 71 2000

Puginent Clmsicy

Py AmOUre Sunn Fuboi

noo Success -
-~ . -
3800 Susereas -
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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
A5l Byt 5 ement Lt

e Tremsenten

Bl Pesymiant -

Bearch 0l Noyments ™
Bl Peaymant Reforoncs Biller Noma

Compony = Biller Code

Eiler Cotogor ot Dt

Credit Cords ot et 16, 20071 - Feby 16, 200 (=)

I Pyl Merrnce Py brarp thay To Ppmusrd Drate Frrperesit Corsty Pyt A Sedis

U2 | RUCRIN0008 [ BKD Credt Cards/VIBA
ZOEHIIVENRELS . = Tem 1 2001 B W00 ﬂ -
s Jvn/Camne e

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.

= Daigita Cd

Coxprara Fistrucary 0, 221 ab 11124

Payment List
SlPoymonts 3 Foymont List

ity oneoction

Bl Poyment 51 -
Bearch Poyment S "
= Hetureree Sthecs Home Py b Py 1 trerpserny Poyment Cieacy Feipmerit A S
2000ETNSAS0 el ROUTL2 / /R / 3C8 a3 Murittiy wit w0 “
OICETZZI. sttt REUTLZ e/ 500 N Vecaly nR 000 m

< >

Mo porppe 10 ¥ 1-3eF1 14 [1]
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5 Bill Payment
5.6.1 Search - Active (Approved) Bill

125

Payment Records

( Back to Table of Contents )

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

Payment List
e

oy Tronsoston

Bill Payment -
Search Bil Foyments &
Alll Perymant Refsroncs Aillar Merne

Company Billet Code

Deb Account Poyment Cumency

T e, Poyment Doee

Creciit Cords Fel 16, 2021 - Fely 16, 2021 ]

. -

Click Search. The filtered transactions are displayed.

Poyment List

Sl Pgymants 5 oot List

etor ransocton

Search Bil Poyments

Eill Peyymant Relerence Eillas Merne
Comporny Eilles Code
Debit Account Payment Currency
Ml Cesrogay Pyt Dot
Credit Cords Fob 1, 2001 - Febi 14, 3001 Jun}
I
8 Py e o o Py o Fuyinent Dute Prayr Cimnmcy Pyt Amou St Action
BGUZ | FUCRIBN008 ] Chisdit Caaids VIR
AT . f /e Feta 1] 2021 (L8] 0300 -
IV O
Wemsparpogs BT 1o Gmil
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5 Bill Payment

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

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

View Poyment
il Beymante. 5 Faymonts Lt 3 View Paymont

Bill Poyment Raterence « AA020TZEIS

aa Applicant 5
Reference tesndecse

Company RSUTILEZ [ BGLUZ

Pury Framm ROUZ / RUCTICOO00E / BND / B0

E] Biller Information 5
Biler Coeelt Cowele / VIEL { VB / VersComed

Crard vkt e

El Poyment Details ik
Poymert Date b 10, 20

Puymert Cursncy BND

Poymert Amomnt oo

[Ter BRLIND DOLLAR)

Fo Auren ANDI0 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
58 Payrrents 3 Marogs Workfos

it Tmesoction

Bl Paymen: -
‘Workflow List Select = Seorch Y
il Py b Fierdnroeen. Bay Fenm Pery T hyrreeed Dl Crarmresy Berprewrt Aewiunt Bietlin
OTRIREUETIO RGUL / MUCRIDDD0S / BND / B0 b 2t Fels 15, 2021 aHo W0ooe
i i Padica it Fegoe -
Credit Cords/ AutcOiller)
IONRNREATIENREL REUZ / BUCRO0002 / NN /500 EE 2an N wono Peruciin -
) e Tl oo =
vl T -
ORI fe=T 1 Jmnsec R e T2, 202 M
Delete
men =
Ittt T
WA LT R RUCHIOO00E |/ INK /500 & 0 I -
Aot W
oo s o -
IO SOATIE, R Jan 3, 2021 “ -
o s .
e o -
IOROLEITIAGETIN0 RER Dex 29,2020 oo “ -
torsporpoge W T 1-Woilk O:r55 » m

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

STHY SrEp3 e
REVIEW

A P For Senl T Amrdmert : B in details

Fruir Babnrmncn *
L)

Chercmn Doy "
RGUTILD [ RGLED -

{ Gy 10 | Compny fama)

Py From *
RUCIOO0DE,/RLUCHROO008/BND/H38 Q

ACoum B/ Ao { Curvmicy f Bars Codu) Clom

NG X165 48700

E] Biker Information e

N 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 Referance: 2021021515W5170

L ® e
STERY EVER 3 ST
INTTIATE FXMENT REVIEW COMPLETE
& Applicant ~
Reforence wekT
Ciminpesy En
Pay Fiom RUCHO0E/ RUCRIMDDE BHC BED
B Giller Information =
Biler Credit Conds [ AutcBilles BNDOpen | AteBBaBNDOpen | Dllchute
v Cared Numbes ]
) Poyment Detoils 2
Puytsicrt Dute Feb 17, 2020
Payment Cimecy N
Payment Armouet BNDLOD
{0re Hundred BRUNE DOLLAR |
Rurrexkes
B Aocdmonal Information ~
Lotwst] tugt
Labsal2 Feb 1% 203
Lol Feb T, 2021 73334 AM

|
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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
0 Peymari= ;. Lot Fapmer

B i 20
@ ] ®
SIE Kl 2 h31- 0t

PAYMENT REVIEW COMPLETE

© e st

il et Prforrren OTOASETTO

Reference: T

Corperty =T

Bory e R | RUCHIO0008 | D/ Baf

Bl Crdit Cards P,

Ciadit Cord Numises k-]

Perymmyent Amowint BND 0000
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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

5k Boymente 3 Froymon: Lict

il Payment -
‘Search Bl Poyments
Payiments List
8 Pt Pl ey ¥ e Py T
IOTHNIITIREAL R / RUCTINO003 / M | S0 e
el et OETOR
Credit Cards! AutoBlter
27 -
AR TARERTIOS HGLE [ RUCKHO00Z /NG [ 301 i
OIS o2/ L u::m s
RGP/ RUCKINOONE / BRD S Dt CardsVISA
2002078 TR0ZSS
E] v Omnetiler
i RGUZ [ RO N
o
: r T Crimelit Carelie M iesBle
POFNFOLALLIELT 4 i - o8,
RGUZ / RUCEIN00Z / N7 [ SCR i " Ve
RIGLLE ( RUCHIDOO0E / 1IN0 it i
o8n
P ;Az.-'mmm/mf et Ceirel VISA VR
HZNFIT RIS S ¢ Lt Credit Cands/VISA/NVE/VL
AOUZ / RUCTIDOO0GS / BHD
ANFITIBOETS Cradit Cards MEANE/ VeaCard

131

Fesprrnt Dt

Feb T, 1021

Fede 10, 2027

Fob @ 200

Feb %, 2078

Fesh 7. 2071

Jon 1, M0Z)

e 27, 2000

Puymiet it Curetin)

ol it At
-
o N -
Copy
-
o DN -
-
- . -
w BN -
- -
S g 0T - Wi o: 3 ¥
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5 Bill Payment
5.8 Copy - Active (approved) Bill Payment Records — (Back to Table of Contents )

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.

Copy Payment
51 Payreans . Copy Payron:

° ko ok e SOy

Bill Poyment Reterence: 2020715TIS/663

L] [ ] L ]
STEP 1 STED2 = 4
INITIATE PAYMENT RENEW COMPLETE
-~

ah Applicant

Your fchomnoe ©

MMOZOZI0433

Chacen Compeey

RGUTILR J READ -

| Compory iU / Comporny Naro)

Py o

R RLIC BND/ BB Q

{Acrrmmt Nema / decerint Wursbor | Curseey | lionk Code) Clars

BND 3206558100
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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.

STEPY STERD STEP3
INITLATE PAYMENT REVIEW
& Applicant o
Frsdrarsreon MMCINZILET
Comgany AGUZ
Py Freen RUCIONDOR/FUCTIOMDOR TIND, BAl
E2  Biller information -
Bl o I ' Bilkerfiata
Crockt Cord Nurmber 5
A Paymer Detoils 2
Pyt Dute FetyT2 2001
Foyment Curency BND
Foyrent Amouit. DHD10O00
[One Hundrod BAUNE DOLLAR |
Remarks Mamthly penyment
B Additional information ~
[ teggt
Lobeld P13 200
Labelz FelyT2 2071, BA&01 AM

Lisbesids BNDZ 3300

|

Fove Arnesant U0 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 Payment
8 Poyrsents 5 gy Payment

L ] L] L
£TER ETEP 2 SE3
NITIATE PAYMENT REVEW COMPLETE

@ vour Papmen s and ppoval.

Tl Payarrsint Blodnteesce: HITTTETETHE

e MMO20EI04IT

Campany RGLEZ

oy From RGLZ [ RUCHIODD0S | B I8

Tl C '

et Citeed Mrelion "

Tesprveast Arrenurd BND 10000

Forpmen Do T-Feb-2021

Fee Amount. HML 0

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 Werkflow
0 Boymants 5 Manogs Workfioe

Faney imonsocon
Bill Pesyrresit

Workflow List

I st Ty Froer

NSRS HELZ / RUCRIIO00 / IR / 5CB
VISR L | RUCRNO00 / INH / SC8
2OTOIOFETET =T

AT FEL | RUCRIO00 /INR / SCR
20TOICHROISTNG L=t

HIOSESAES, HEL

PRI RELR

ponmRITITm non

NPT R

TR =11
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5 Bill Payment

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

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

Manage Workflow
T8 Foymeess 3 Morge Workfow

ot Trancton

Bill Peryment -
Workflow List Select ELF '
 Puryees Py Fur o e
LIS RGUZ/ RUCRIDMONE /R 500 s o 25, 2020 INF L] _
! 1 n2s, g Rpol 3
bdit
TR ROUZ, forfeca e 12, 200 IR “
AuatsBillar]/testDEFVR
Dt
i e —
AT ST RIGUE | RUCKIODUUE (| 148 [ 508 Oar s Jone, Tl INE “
G Bustoliller]Let9ETSR & i
o o -
AOTHIDEESEATEEL ROz a5, 2007 “ -
e _— -
—— . E
AT RE2 D 20 3030 BHD -
0O ncuz D 20, 2020 BaD “ -

meospe poge 0 T 1-W00FE 14 Q::45 1 n
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5 Bill Payment

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

Step 1

Click Delete. The review screen should be displayed.

Bill Poyment Reference  20010T2561357656

Reference Reschkioen

Pay rom WIS / RUCKIIO00Z | INK / 308

£l Biller information v
Dler ‘Credn Cuts { ALSoBlerT | Aunolilien [ == 98770

Coevfit Cowed Narmbes. L

B Additional Information ~
Lol it

Lot Jan 25,202

Loteld Jan 25, 2021, 4426 PM

Lty END2, 33300

E| payment Detais ~
Payrmnrt Dete Jean 35, 207

Peayment Curency 14

Pyt At wano
fOme Hurdmed INCILAN RUPLES |

- @&

Step 2

Click Delete. The review screen should be displayed.
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5 Bill Payment

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

137

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.
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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.

= Daga 2 ;
Creatls Beneficiary
L r—,
Redarance -
® Ld o
STER Y STER D STER
CREATE BENETICARY FEVEW

Tranefet To *
() Somebonk () Ctherank

Banaficiory Nick Mama *
Benehoiony Accourt Number *
LR tode . Benefciony Name *
) Sopheges
B B Beneficicry Cortact Detoils o
Sericr et
} B Beneficiory Additional Detoils. ~
Tocky
BB Boneficiory Bank information v
- -
[ togenn B st
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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

Banebhciory Type From the drop-down list, select Domestic or International 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 Gl

Transfer To 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

Beneficiary Type

Beneficiary Nick Name

Beneficiary Account
Number

Beneficiary Name

Mandatory
/ Optional

Description

Same Bank
Enter the Beneficiary Nick Name and Beneficiary Account Number Manidctaty

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

= Dewte -

Other Bank
All required information must be inputted manually.

Enter a preferred name for the respective beneficiary so that you

can remember it easily. Mendatory
Enter the account number of your intended beneficiary Mandatory
Enter the correct name of the beneficiary. Mandattory

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

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

Beneficiary Contact Details

Create Bensficiary

| 1 3

Benoficiory Reforenoo : 2022011053426235

L3
STER1
CREATE
BENEFICIARY

o Beneficiary Main Information

B2 Beneficiary Contact Details

Attty

Ko 1 Jalon Tutong

STERZ STER 3
REVIEW COMPLETE

Actchusis (Line 3§
Bandar Sori Bogawan

Conantry
Brunei Danssalam:

Seloct lephon:
Tars = 1234547

+61% * S5FRR09

B Beneficiary Additional Details

B Beneficiary Bank Information

Fields Description t:‘icnd.otory
/ 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 Opticnal

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
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6 Beneficiary Management

6.1 Create Beneficiary

( Back to Table of Contents )

Beneficiary Additional Details

|| Create Beneficiary
v >

Beneficiary Reforenca 1 20220MI033426235
STEP3

@
ETEPY STEP2
CREATE REVIEW COMPLETE
BENEFICIARY
- Beneficiary Main information w
BB Beneficiary Contact Details &
Fas

B2 Beneficiary Additional Details

Emesil 1Dy
abCELyzT.oom

Tax I

Description Mandf:ltory
/ Optional

Fields

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

Optional

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

Beneficiary Bank Information

B Banshidian Barkinbrmatis ~
Bark Couwnry * -
Bank o

Q,

Branch

Baiduri b.Digital Business User Guide

142



143

6 Beneficiary Management

6.1 Create Beneficiary

( Back to Table of Contents )

Fields Description Mandgtory
/ Optional
From the drop-down list, select the country where the Beneficiary's
Bank Country bank is located Mandatory
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:-
o
OTHER | Bank Code: OTHER 2
Bank Name *
SWIFT Code / Sort Code / BSENo
Note: Plecs we theseid tompet swit / Bsb/ son tode o3 oppicobie for the bank courme
Bark Ackdress
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 BeneﬁCiCII’y ( Back to Table of Contents )

Create Beneficiary
Honchoary Mosogonent 3 Lo Benehooey

® ®
STER | STEP2 STER 3
CREATE REAEW COMPLETE

Benetciy Boe Domestic
el T s Bk
Aunofeicry Nick Berme ABE Compary
Benehciay Fome ABC COMPANY
Beincfichary Aot Hundsc ILEER

B Beneficiary Contact Details

Az 1, sk Tk
e e 1) ety et Doy
Country Diures Dusssaom
Tekopleris T TG
Mobie 615 SHIERON

B Beneficiory Additional Detoils

Tua D

2-] Berwﬁcén‘yBunklnhmlut_hn

Dank Cewniry Drrnss Durasseian
Bank Bewsk ledern Drsnes Dan sscdonm
Hank Adcrem LRI

Blank Cinbe woo

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.

3::-\ 5|:_°: STEr 3
CAEATE REVIEW COMPLETE
BEMCFICIARY

@ v o

Bormiiciry Refemros TN S

Berafickry Hane: ADC COMPANY

Berwficiry Actinss Wariss T2IAEEPE

Bk Courtry Bt Clsrimssiern

Bark ok bhom Druned Doruzsaion

Bork Code o
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary ((Back to Table of Contents )

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

Eb‘i’ﬁ.‘. Ef;

ABC COMPANY Tuamerdery, drmarry 8, 2007 =t FAT-4T W CMT0R0

|
|
|

Beneficiory List
L >

I Soarch Baroficlory ~

Baneficinry Refemnca Boraficinn Accourndt Mombar

Bervhiciory Nick Manwe B

Beneticiary Name

icery Birdrarres e ibe-ieey Firk M Fhemsiciiary Metrrs eatweficiatly Arrasr)l Mhsibs s Stk At

20TOTANIROMI ABC Company AR COMPANY 2559 ‘Bark Iskm Brunei Donsaolom | ACTIVE 1 -

o PP TR — |Znanaz Dewk bskaen Bruss Doruasolean ’7 ml "

Under the Beneficiary List section, these functions are available.

o Mandatory
Description
i / Optional
Filter Beneficiary Hide or unhide columns with this icon 'Y Mandatory
column name (v)
Search Beneficiary Retrieve specific Beneficiary records by entering the beneficiary Mandatory

Reference, Beneficiary Nick Name, Beneficiary Name, Beneficiary
Account number or Bank in the respective fields.

= Do =

e i it £ MBI F e —

BoneAciary L

Svch Berwhoary
ersrrcey badoman. Timatciers zar bogdes
Dty W B hah bt Dy

B ey

Bmatciony i1 ¥

Beneficiary List screen
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary ((Back to Table of Contents )

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

= bdigy = P

ABC COMPANY Tsescioy, Jorucry 18, 2022 o EEEAS P G+ 0E00

o

Beneficiary List
Tiarwsiciory Manageront 3 Rancficiory L

Seanch Beneficiary

Berwficary Refesnce Bernehciory Account Mumibes

Bereficiary Mick Hame Bank -

FOOTECOROE ABE Canpny ABC COMPANY TEETED Besri lukirr Srunei Desrussabarn | ACTVE -

AT MYTRI M Firdhnis Bin DF Hj Md lsmail TEIBEE] s bskarn Srunes Domussaiom | i B

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.

‘ = Dagra
L

= BOCUOR | Corpon ABC COMPANY

Edit Beneficiary

Beraficiory Managemens 3 Benaficary Lia 7 Bt Benabcry

147

= P

Tuschoy, Jorucey 1, 212 ot ESGT P GM1HOBD0

STE* 3
COMPLETE
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6 Beneficiary Management
6.2 Edit & Delete Beneficiary

( 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.

| = D

Edit Beneficiary
Venmiciory Monogemare 3 Edit Bomoficiany

IR
T BENEFCIARY.

Tt o
Deneficiny Nk Maime
Dencficiany Hams

Depefickry Aocount Nuinbe

B Eenoficiary Contact Datoils

B  Beneficiory Bonk Information

[
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FEVEW

Dt Dk

ADC COMPANY

e, ek Tubiaygy

Dok Sew Begamwan

T3 AT

HITI SETOROR

Figure 22 — Edit Beneficiary screen
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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.

!Ebdigi_td = P

ABC COMPANY Tamery, Inmeny B, 2020 a1 Itk P T O

Delete Beneficiary
Dermkeiary Monagemert > Uomcherry list 3 Cokets Dercficany

Bonoficory Rofuronca: 202108064 5117637

o Honafickary Main Infarmation *
Derefhary Ty Dotiestc

T To Oiina Bank

Bereficiony Mick Mo MW

Dervficiny Mume i Firckaus Bin OF 11] My el

Dercficky Acoure Nuntes RS

B Bonoficiary Contact Detais Ll
Aodnze Mol HG Gooong

cdres e A

Country M Dorusscdomn

Teophor

Habic

B seneficiory Additionol Deois =
rwad I

Ten D

B Senaficiary Bank information Lo
Durk Courfiry Dowrnct Dusincedess.

Durk Duek Iskamn DS Dorussakam

Bork Address. L el

Mork Coce neo

[ = B
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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
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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 Baneficiarny
Bonchoiary Rokencs Eansmoary Account Numbar

Benaficiary Nick Norma Eank -

g e M b p e
ANIRLSEMAND Sofwan Md Sefwan Pk ] BRRCLARE DANK PLC l J’E (! -
NSRRI f-S Gre Torm Sein bl e, ok e B Durusecon: | Aot -

5 e el Dropurackom e i
AL asE AZB Sdda Bhd AT Sk 2 A

s e o 0T 3l 4 [ 1]

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 hyperiink leads to more details of the beneficiary
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6.3 Search and View Beneficiary

View Beneficiary
Y >

o Bt D Viow

Beneficiory Reference: 123123456321

& Beneficiary Main Information

Boroficiary Type
Trarsfer To
Bonaficiary Nick Norw
Beneficiary Mame

Bereficiiny Actount M

B Beneficiary Contact Details
Address

Atz [Line )

Country

Telephone

Mobila

B Beneficiary Additional Details

Email 10

Tox 1D

B Beneficiary Bank Information

Bk Country

Eonk

6 Beneficiary Management

lead to a page with more information.

Demestie
Diher Bank

Maohd Al

Mohd Al bin Arif

124123454

Mo 1, M@ Godong

Brune Durussalam

Brunal Danssolom

Bonk siom Brurei Darussolanm

Figure 22 — Edit Beneficiary screen

( Back to Table of Contents )

Click on an individual Beneficiary Reference hyperlink to view more information. You should be
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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 Bill Payee

155

( Back to Table of Contents )

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

BE Dashboord

B accouns R
= Transfers N

<;_E Bill Payments v)

%, Benaficiary Monopement -
| Bl Poyee Monagement  +
4 Buik Tronsfers R
@ eaywl N
B repons e

I\\_E)I L Ll LS RN L | R S

Operative Accounts

Aocousrt Nurmbes

FIOMOOLT AN
OMHMOATIEIE
OE0TMOGTTESE
(FOIT0LTTEIE

EOITHETEIE

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

Create Bill Payee
Willor Poyno Monogemant 5 Crotn Bl Poyes

Poyee Reference: 2001070550806

ETEMY
CREATE PATEE

B2 Bil Payee Information

Biller Payes Mick Mome *

okt St R manEctary
® L]
ETER2 ETEP 3
REVIEW COMPLETE

Chooss Hilker Category *

Choose Biller rorme *

Hillar Codda

Create Bill Payee Screen
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7 Bill Payee Management

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

Bill Payee Information

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

Mandatory / Optional/

Fields Description
‘ ik Auto-populate

. . Enter a preferred name for the Bill Payee so that Mandatory
AN B e Mo 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 biling accounts and billers.
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7 Bill Payee Management

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

157

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

" Maried feids o mandatary
l Pryee Referance: 2022030726063253
-]
STERT STEP 2 STERT
CREATE PAYEE REVIEW COMPLETE

ES Bill Payee Information

Uibiey Poryee Nick Narme *
TEST]

Chocse Uil Colegoey *
Credit Card -

Choose Billor remas *
Mastercard -

iy Conche
MASTER

G Marnbes =

51567111189281248

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 Reforence: 2022030735953255

L @
STEF1 STERZ STEP3
CREATE PAYEE REVIEW COMPLETE
EE 8ill Payee Information ~
Biller Poyee Mick Name TEST
Biller Categary Creclit Card
Biller Mame: Masterarg
Biller Code MASTER
Cord Hurnber S157xxxxaxxx 1268

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.

[ @ [ ]

STEP T STER2 STER3
CHEATE PAYEE REVIEW COMPLETE
B2 Bl Payee Information ~

Il Prayes: Mick Neare MMODPOD)

Tiller Cusiesgary Crech Con

Difer b VA D

Dl Code ven

o — 2y -

B Additional iInfommation ~
Labefl togit

Labefd Feb 6, 2021

Labeld Feb 6, 2001 123952 PH.

Lobelé BNDZ 33300

Create Bill Payee review screen
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7 Bill Payee Management

159

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.

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

FPoyee Reforence: 2000695108464

L ] L @
STER1 STER2 STER 3
CREATE PAYEE REVEW COMPLETE

@ voura —

Piayons Budersarrers IR bl

Bller Puyee Fck Hares MMOGROD!

Iller Gutegory Creui Gords

Biller VA, Hilley

Wl Cischen =

Card ikt Sy

e

Submit Success screen

Actions Response

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

7.3.1 Edit - Bill Payee Records

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

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

Payee List

Hikes Poyee Monogement 3 Payee Lt

Search Payoe

Payee Reference Biller Name

Biller Payee Nick Name Biller Code

Biller Category -

.

Payee List 7

Poyes Referece Billzr Payes Nick Name Bille Cotegorn Biler Naome Bilier Code ot Aczion

2020307I5951253 TESTT Credt Card MASTER MASTER -

202N 2042120961 REFC Membership Fees Royal Brunsi Yocht Club REYC -

0IC08S0LL530 Imagine Telecommunication Sendces Imogine THE -

202N00045708500 JER Government Services R JKR -

202N00845225912 HP Hire Purchase: HP HP -

202N008450465345 AP Government Services TAP TAP -

20T0TBLIBOLTRE [e1a] Telecommunication Sendces DsT DsT b4

20X0DF0SIITSLAETD ASTRO TV Subsciiption Services Kristal Astro KASTRO -

20290906101813264 Richland Insurance RICH RICH -

2OM0E3DETUETEZO0 Ji= Scheol Fees JE Js -
Mertis por pogge 00w T-W00012 |4 € oz > 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 Payee

Pavee Reference Biller Name

Biller Payee Nick Name Biller Code

Biller Categary -

. -

Payee List

Poyee Referencs Efler Poyes Nick Nome Hifier Caotegary Bilier Hames Biller Code
2022030735953153 TESTI Credit Card MASTER MASTER
2021204623120951 REYC Membership Fees Royal Brunei Yocht Club REYC
202T00BS0T26530 imogine Telecommuricotion Services Imaogine TELR
2020084508500 JKR Government Sarvices SR JKR

Payee List Screen

ol
Seatus Lty
-
Edit
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 Fovee Monogement » Payee List > Edit Povee

 Morked Fekis o mandsatory

Paoyee Reference: 202 M20623120961

@®

STEF1 STEP 2 STEP3
EDIT PAYEE REVIEW COMPLETE

BB 8ill Payee Information o

tllie Py Hick Worme *
REYC

Choose Bller Category

Chaoee Billas nore

Royal Brunei Yocht Club

Acecunt Mufnber

0122345666666

N -

Edit Payee Screen

Baiduri b.Digital Business User Guide 162



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
Biles Poyee Monogenment » Poyes Lst > Edit Payes

Payee Referonce: 202T20623120061

SI'I-EP‘. S:FZ STEP3
EDIT PAYEE FREVIEW COMPLETE
B &ill Payee Information 63
Biller Pryes Hick Nams REVC
Biller Categary Membership Fees
Bill=r Norme Foyal Brune Yocht Chib
Bilker Code REYC
Account Number OHZ2SL566056T
BACK CANCIL
Edit Payee Screen
Step 4
The confirmation message will be prompted on the screen.
Edit Payee
Bilier Poyes Manogement » Payee List 3 Edil Payee
Payee Reference; 202T120623120961
L = @
STER1 STEF 2 STEP 3
EDIT PAYEE REVIEW COMPLETE

Payes Reference 2021120623120961
Biller Foyes Nick Name REYC

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

Account Number 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.

Delate Payes
Bl Popos Horageramt 3 Horogs Workdon 5 Dot Payes

Prayee fefensrce - 20EN60253829152

& Bill Payee information £
Dy Prrpess Mk Hormes Oietuts

Bl Coitegary Crecht Cosscds

Creit sl Musrniboes '3

= -

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

165

( 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

0 Your Poyeo dedetion with nefeisnce 20FTIS03S5I53304 hirs been submitied for opprowal.

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

Actions

Search and View — Active Bill Payee Records

Description

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

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

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

| Payee List

| Hiler Poyes Monagoment 3 Payes Lit

Search Fayee

Payee Reference Hiller Nome

Biler Payee Nick Name Biller Code

Biler Category -

N -

Payee List

Poyesa Referencs Bifer Poyes Mick Name Bifiey Category Bifier Nome Eiller Code
R2POROTISRSIIET TESTY Credi Cord MASTER MASTER
HET20E2T120961 REYC Membership Fees. Royal Brunei Yocht Chib REYC
HEMODBSNEZE530 Imagine Telecommunicotion Senvices Imagine THB
‘AQ2TIODBLST0ESOD IR Government Services SR JER
2DNO0BLSZISNR HF Hire Purchase HP HP
HOTODBLSDLEILS TAR Govemment Services AP TAR
A0TLIBOLTRS DeTy Telecommunication Services DET DsT
2A2I0F06IITELL50 ASTRO TV Subscrption Services Kristol Astro KASTRO
0M0SINETIZES Richlond Insuronce RICH RICH
AIOEI0SITER0 e School Fees M5 g
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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
Bller Payes Morogereant ; Poyes Lt

Sannch Poyes

ks Pasyes Hick Mo

Billa: Catagory -

Payen Retorone: e Prryee faice P Uil Comerpory Ak Pl ey Cooe: St #con

U MMCEET Creon Cants vo VA | oL
HTHERTIINGR Filleristn Crackt Conds Rt ANDCpen AitnTEB~ RO _ ACTNE -
2CDOVTETISEE OfireBike Crocit Cosds ve

2P0 FTDOMe tenadbang FIDOFLNE

lemsporooge B Y i-kefs

Payee List screen
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7 Bill Payee Management

7.4 Search & View Bill Payee

Step 2

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

Payese List
Hler Poyoe Monogesem | Paoyoo L=t

Semch Poyes

Payee Refersnce

Oiller Mame

Ll Peyoms Pk Berma.

Biller Codie

Billes Cortegony

Step 3

Ll Sty et Hire il Comte:

Crechl Gonds AutoBike THDOpen AuREOND DR

Payee List screen

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 Payee
oy » Paysslis e

.'. Hill Payee information
iller Payee Nk Bome

Bl Cartigouy
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8 Payroll

8.1 Paer” OverVieW ( Back to Table of Contents )

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

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

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

8 Payroll

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

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

Flle Home Insert Page Layout Formulas  Data  Rewew  View  Halp U Comments 3 Shane
7y A i | $-  Hwpren Genera) B B B ERE | Iy O
e Lo B I S e . s 0 | Condiooesl Fometss Cel | s et rormat | I Sori& Fnd& | Analyze
< farmat Rainver = ZE BMegencen v | $ 9% 9 B8 | i Wbes Sy | = o = | @Bt o somwtc | D
o 1 Fant [E] akgmen = hamber [ e cel Editiig #nabesis | senstivty ~
LI:' POSSIBLE DATA OS5 Soers faatures miaht e kst 1 yos) save This workiodk in he: comma-defimted {osy] Tommst, Tope b H 52 i g Exiced il DT show Agaln Save A | =
620 - £ v
4 | B [ ¢ | o | = |l MG w | 0 | i} v |0 e p e g W st | s | 6l
1 [EMP_NG  EMP_NAME BANK_NAME '.ﬂ.CC_NO AMOUNT
2 1001 Baldierl Account Name  BBE 100559000000 1100
3 1002 Baiduri Account Name 888 "101000000000 1200
| 1003 BIBD Account Mame: BIBDENEE 1234567850 300
8. 1300 TAIB Account Name FTAIBNBE 1234567800 3000
6 | 301 AMED Account Name  AMBOBNBE 1234567850 500
7 132 RHB Account Name RHEBNEE 1234567850 5000
8 |GO001000 SCB Account Name SCBLBNER 1234567850 1600
9 | 1233560 LIOB Account Name UCVBBNBC 1234567650 2000
10| 1230567 Maybenk Account Name. MHHEBNEB 1230567850 1500
17 * Pleass ansure the full ascount number is inputted with 2n apostrophe at the beginning ie. '010100100. Please delete this line befare saving yaur CSV fil
12|
13|
i
15|
%
hal
18|
13
20|
2l
22|
23
24
5 s
% [<]
sample File v (1) [~ 5 [ T

Sample of Payroll File

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

}1 Sample of payroll file - Notepad

File Edit Format View Help

hFH,IFILE,CSV,ABC?4806901,BNHBAPGBN962237923,DCT 2016 - 1,2016/18/16,18:01:14,P,1.0,16,
BATHDR,ACH-CR,14,,,,,,,@15TEg,20161021,0022379231128,BND, 16188 .31, , ,BN,HBAP,BND, 16188.31,Baiduri Bank,,,,,PAl,,
SECPTY,©149306123456,A1bert,00385887,002, ,,1,,,5505MMy 45,4,
SECPTY,©1081213123456,8ernie,00410110,807,,,1.5,,,,55,M,M,,,,,

SECPTY,©@187230123456,Cassandra,30216268,004, ,,5,,,,,..M0,M,,,,,
SECPTY,8183208123456,0errick,80071281,005,,,3.55,,,,,,,M,M,,,,,
SECPTY,©158322123456,Evelyn,@0395060,806,,,2.1,,,,,,,M,M,,,,,

Important:

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

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

8.3 Create Payroll

( Back to Table of Contents )

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

Create Payroll
Peryroil 3 Create Paymll

Payroll Reference : 20220413105938905

-]
STEP1
INITIATE PAYROLL

gl Payroll Details

Fila Format ®

File Description *

Mo File Selectod.

@l Payroll Header

Payroll details

STEP 2

& Soenpte e

Description

" e Bkt e sty

SIEP 3

Mandatory
/ Optional

m

File Format Chosen between 2 types of formats in the dropdown
list:
- Payroll with iFILE Marndetany
= Payroll with New Payroll File - CSV file format
Enter the file name. This is a summary of the payroll details for the MG
File Description customer's reference only. SARERARELY
i
Sample File & ... Download the sample file in the chosen format. Optional
Browse Upload your Payroll File Mandatory
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8 Payroll

8.3 Create qurO” ( Back to Table of Contents )

Payroll Header fields

Fields Description ”g’;‘;‘ﬁg

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 Poymill
Payroll Reference : 1234567890
[

STER1
INITIATE PAYROLL

@l Payroll Details

File Fourmat *

Payrall with New Payrall File -

Files Besription *
TestingPayroll

* somple Fis

s file will e supporied

g Payroll Header

Choow Comparny *
BD123/Zero One Two Sdn Bhd
| Company I0 ¢ Compoey Homs)

Pay from *
ARBSdoBI TS0 BIIED

| p

ncoount Hame ¢ Account Numiber ( Currency J Bonk Codel Clear

D o

BND

BND -

Pyt Do *
2022-04-18 =

Total Sokory *
000,00

Murribed of Bocords in Fils *
4

173

( Back to Table of Contents )

* Markd Felds e mandatony

STEP 3
COMPLETE

Baiduri b.Digital Business User Guide



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.

il Paymwoll Details N
File Format Payroll with New Payicll File
File Mame TestFiio_lucse
Cornparny BD123/Zero One Two Sdn Bhd
iy Encen A&B Sdn Bhd/12345678/BDN/BD
Upload Dots Ape 13, 2022
Reipwits tanzfer lo Mo af Hecnrds Poyment Curercy Amount
Within ok 2 HND 50000
Other Bank 2 BND 50000
@ Record Details ~

Sucomssiul 4

Rejected ]

ﬂ Feeas Information N
Fee Amount BND 30.00
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8 Payroll

8.3 Create qurO” ( Back to Table of Contents )

Complete

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

Create Payrall
Payroll > Creats Paymll

Payroll Reference ;1234567890

L ] &
STER STEFZ STER3
INITIATE PAYROLL REVIEW COMPLETE

Please find the stotus of your file from * View Usload Fle”

o Your payroll has been created successhully and submitted for approval

Payoll Referznce 1234567890

Company BD123/Zera One Two Sdn Bhd
Pay From ALB Sdn Bhd/12345678/BON/BD
Total Salary BND 1,000.00

Payment Date Apr8, 2022

Total Hecords 3

Fuw Arount 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 Upload 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

Payrall 3 View Upload File

Payrall Search

Payroll Reference File Description

Fayment Tisto
File Format - Jan Db, 2020 - Jan 06, 2020 (]
Status -

View Upload File Y

Fayroll Reforanca Filbn Deecnyman File Eoermat Faymant CutenE Tocot Balary Fayment Dazo FRtun Arman

Mo Recoeds Found

User can also view rejected payrolls error statuses under View Upload File - Record Details
> Rejected Records Summary

BAIDURI BANK © IE ¢ TR PP

'|'_ w Gl K1 i ety Qe Mirre BiwrwSory, Fotwrianry & B0 o 2k A P GE o840P0

View Payroll
Pl 3 i Liphasd M 3 Wi Pl
‘ o Dot Jeav i, SO0
gy
158 Forpa Mmoo
J”'_j o Vet D - | [ ] 4060
| &t £ v s 5 o B00
Creim Fpysol
! Record Dotalls ~
e Lt Flim
Tezstoad M it o i 7
¥ Monoge Workflow
mEm— 4
»  Poyod Lisk i
B e v
Fimrind Resords Summarny
£is Tmda w
O S R "

B L T ST
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8 Payroll
8.3.1 View Upload File ( Back to Table of Contents )

View upload file fields

Fields Description l\!’icnd‘otory
/ Optional

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

File Format Frogn t}i\e drop-down list, choose between 2 types of file formats Mandatory

or both.
File Format -
All

Payroll with New Payroll File

Payroll with New Payroll File xlIs

Figure 2: File Format screen

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

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

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

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

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

View Upload File

Payrel ¥ View Upiosd Fis

Payroll Search

Payroll Reference File Description

PayTre! Date
File Format - Jan 07, 2020 - Jan 23, 2020 i

Status »

E—

By

View Upload Flle h 4

Pyt el File DigEcripiion Flie Frarnat Pagrment Cunency Tiakal Sxlary Fiyrnent Date Sl Actiat

0001 0ETTEIT0 astary MEWPAYROLL 580 1010.85 Jan 7,2020 _
MemEparpaga B F 1,700 14 o

The payroll file sent for the verification process can be viewed here. The request will be moved to the Approval Workflow
for the Approver to review after 5 to 10 minutes.
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8 Payroll
8.4.1 Approve Payroll (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 - garch Y
Uplood Reference File Description File Formiot Payment Cunency Total Solory  Payment Dote Stotus Action
Payrall with Mew ofl
20204T3ZTHFE3S TestingPoyroll File Foye BND 100000 ApcB, 2022 Pendng Approval -
Approve
tems perpags 100 ¥ | oiafl 14
Reject
Status

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

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

Manage Workflow functions

Actions Response

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

Y

~
Payroll Reference

[® File Description

B File 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 bt YR L
Flle-Name NewFapdiFormat-2 FI0000.csv g
Uploud Dute Jan g =30
Mlm Transies To e of Records w 12 B i
Withia Dank L] BND 9024z
Ot Bank a BND 399023
@ Record Details A
Tiolsd Musviter ol Recorndy i
Bucresshal w
@ Fees informanion A
Feenoum (]
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8 Payroll
8.4.1 Approve Payroll (T 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

Feyrell ¢ Monoga Wordaw 3 Appeoun Fovesl

Payroll Reforonca: 1234547890

STER 1 518D 2 siER 3

vy ATPENE COMIRETE
A Prees ek vertn v @ ;
@ Poyroll Dataiks ~
P Foanat REWPAYROLL
Pk st Goenple fieflew g
Coimgurny BD123/ Zero One Two Sdn Bhd
Fuy From ASB Sdn Bhd/ 12345678 /BON/BD
Uptlerad Dt Ao 22, 2002
Fayments " 0

Wit Flork: 1 BN 250000

@ Record Details

Tetol Musibes of Reconds 1

Socershid 1

@ Feesinformation

lew Arnount B0 000

EHINE CANCEL

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

A Pleas: o mote that any payrall spploved with loday cste: will anly *
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8 Payroll

8.4.1 Approve Payroll

( Back to Table of Contents )

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

approval process step is done. Enter the OTP generated via digital token.

= Disia

Enprain Sranne b TRV e S Y, P dine Toe e %=

Approwve Payroll
Vs 5 Mg el 3 Sppvaraivaacd

Pasrail Hekamnes R SR

o
xE=1m1
WESIFT

Y Poymore SusharmaTine Tl

2 Teac erhcorden

PR T -:ﬁfﬁ

Digital token

L
SAFRIAR

i
- P Sbuse bumiememt 111 s rrdeasns
58 . e e e ]

B

= WP

QLN SR U - RV S B TR S LU

L R T

A

COMESETE

Click SUBMIT. A confirmation message should be prompted and the payroll is approved.

= Dasns

Caramaams Comage TG gl ORI SR MR S e T e

Az menee Progecall
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AFERCARE
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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 » Manage Workflow

Waorkflow List Select « Search Y

F00H13ZZH0F835 TestingPoyroll BND 100000 ApriB, 2022 Pendng Approval -

tems perpoge 180 ™ 1-1of1 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 Workflaw 3> Raject Payroll

Successful 2
| |
@l Fees Information o
Fes Amount 0
Ei Reason ForRejection ~
Rermiarks *
0/500

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

183 Baiduri b.Digital Business User Guide



8 Payroll
8.5 Payroll List

( Back to Table of Contents )

This section contains all statuses of transactions after the payroll file has been approved by the

Approver. This includes records that have been successfully approved and processed, records that
have failed, records that are set to be processed on a future date, and records that are currently
being processed.

There are two types of payrolls under Payroll List:

Before Batching
All payrolls under this page are auto-validated and prepared for processing. If payroll file fails, the

Maker will need to re-submit a new payroll.

BAIDURI BANK ©

o @ 1

B |+

Bl Poyments

Bonefcary Mancagoemont

Bl Poryee Monogement

Bulk Trapsfars

Pyl

Creote Payroll

B Wiew Upleod Fie

»  Poymoll List

@

13

{6
2

# v 8

Reparts

Aoesunt Saeops

Tronche:

S10p Rouest

Zarvice Reguest

Teols

= Doaigia

Corponate Groge 10 : 01254 | Corporate Group Name : Zera One Two Sdn Bhd

Payroll List
| Payrel 3 Paymod

Peryrol Type
Before Batching

Poyroll Search

Paymoll Batch Heforence

Uplood Reterence

Files Descrigation

File Fommoat

-

Poyroll List

oo lichertic e Dt

TISLEETEYOS TestingFayal
OEOERIE Foryrol With

1234587690123 i

s TSOZAI2 Pyl With

Loony

1234 23
CFOEMIZ Paayrol Vi

ELEETE0NE it

IR TR,
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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 ©

B o
= Tonsiom

Ml o paymenes 7
. Benebciary Managsment
E il foyoe Manogement
£ Bulh Turaters G
g e a
W Creow Payroll

B Ve Uplorod File

W Pyl List
B feeots v
e v
EE Tue ¥
8L Seoneen 5
B smemaes
£ Tk v
- v
[ tosou

= D

( Back to Table of Contents )

= P

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

| con i 01234 jComon Zeo One Two Sdn Bhd Mecrck, Mgl 1L 300 o 32331 P GM 10800
Payroll List
Paryenll 3 Py Lt

oo

after Batching -

Payrell Search

Payroll Batch Reforoncs Uplood Reference

File Descnption Fide Fosmot =

Payaant UDote cum

e TB, 2077 - Ape W8, 2022 (w] Select -

- -

Poyroll List o 14

Iy Psp Frmn Fha b I Fe Py ! P FDote Shewa Ponyrd

AEB Sdn Bhd

122456TRRO0NZE WELSETB0NE /12345678, BDN H/ 12422 HEWPAYROLL BND 106000 Ao, 202 “
ASB Sdn Bhd

1234548890123 TEMSETP0IE  12345678/BDN HA24/ 2 HEWDAYROLL BN yonnog Mor 10, 3022 m
/BD
ALB Sdn Bhd

1234567890123 T2M56TEP0NIE  /12345678,/BDN Hiaem NEWTTOUL BN w0 M 7, 2002 m
/B0
ARB Sdn Bhd

123456TBI0N2S IZILEETEP0TZE 12345678/ BON H/Rb 22 REWRAYROLL BRD 0000 Mor 8 200 m
/BD
ALB 5dn Bhd

1234567890123 TIBLEETRO0NES /12345678 BON H/124/22 L L Wo0d Mor T 2022 m

Under the After Batching payroll type, an Approver can stop a Future Dated Payroll.

185

Baiduri b.Digital Business User Guide



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 Reports >Account Balance Report. The Account Balance Report screen
should be displayed.

Account Balances Report
Repors 3 Accoun: Bakinces Ropor:

Makodicks: are mandatory

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

Baiduri b.Digital Business User Guide

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

A Mk

[T bavam e
B o

o

T -l DODELIS

[FSr=Tes =,

Select the following button to map or unmap the accounts under
the Selected Accounts list.

Button Description

Orne 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

( Back to Table of Contents )

Mandatory
/ Optional

Mandatory

Mandatory

Mandatory

Mandatory

One selected itemn under Selected Accounts
REMOVE will move back to Available Accounts
All items under Selected Accounts will move

FENICNEBLL back to Available Accounts
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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
Ropors > Aocount Bolonces Sopoet

Tern Cine T Seln Bl -

Eusnoraled On A0 Apa T2 TERY ey
CF Muamies s Crnpy Nasrey ‘Zara Ores Tao Sdn Bhd
ik
WhimzIes Feem Cirve T Sk Bt Curert Accourt ush 285 Limm
e (] e
Salect Format - A O

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 Seri Begawan, BA1511
Megara Brunei Darussalam

Ganaral Line: 226 8000

E-mail_ engquiry@@baidur com

Websile wew baidiri com bn

Account Balance Report

Repor 10: 20220420112520 Ganerated on: 2000472022 11:25:20 AM
CIF Number 2123456
Company Name Zero One Two Sdn Bhd
Account Mumber Accaunt Shor Nama Becaunt Typs Cusrrency Avyailable Badance Ledger Balanca
7854312345 Zero One Two Cuiment Aocount UsD 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.

Iazfing Rose Bte Dofpmit  JA & Eal o

naert Page Layout Fermulas Data Review View Help

File Home

Ij A Calibri <l <A AT
g

Clipboard R Font L7 Alignment = Number S
P

Bl1 ¥ £

| A B c | 7} | E | F
1 |BAIDURI BANK
2 |Account Balance Report

3 ReportiD: _'20123456?&9010 | Generated on: 20/04/2022 11:30:59 AM
4. | CIF Number 2123456

5 ECorn pany Name Zero One Twe Sdn Bhd

6 Account Number Account Short Neme | AccountType  Cumency Available Balance Ledger Balance
?‘1{!}100’283323 Zero One Two Current Account USD 233851 2,338.91
g 4

2|

10|

Baiduri b.Digital Business User Guide

=E=E2 B | cem | B O

o - o g | Condiional Formatas Cel
B I U+ |Bv v A === 8- v w4
A e S = $v% 2 BN Fonmaiting s Tahies

(i) POSSIBLE DATA LOSS Somefeatures might be lost if you save thic warkbook in the comma-delimited [.cov) format. To precsrve thess featires eave it in an Exeal fils format,

© Comments &% Share

Sy O @

Sot& Find & | Analyze

& Filter ~ Seiect = Data
Editing Analysis | Sensitiity -~
Dan't shaw again Save As... *®
-
J K L | M N [
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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

Chooza Curroncy -

Account Type * -

Account Number * v

Fayment Daie
Apr 20,2022 - Apr 20, 2022

(8 ]

Fields Description ﬂg;?;?g
Choose Company From the drop-down list, select the Company Mandatory
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

Click the RUN REPORT button. The Transaction History Report screen should be displayed.

Transoction History Report

Bepanz 3 Themsncson lassy open

CLIAHBOMOZ00L

OZIAYBLNOZL02R

IZINYBTNOLEN

OOOATHANDAET,

OZLOZARENO2LOZ

LI2AYDSGS2000

DRIAYBANOZGOR

O4LIAHBDMO2002

OEIAYBANOZL02

C43AHBDNOZDOZ

Select Format

Baiduri b.Digital Business User Guide

Mar 3, 2092

M 28 2027

Mor 3, A3

Mo 2 207

Mo 25 2072

Mo T, K

[

Muor T4, 3073

Mor ¥ A

Mok, 200

Ape 201 T2 THehis AW

Zare One Twe Sdn Bhd

TE54312345

Zero One Two

Comrd Araes

i g

i E B

DEBIT INTEREST

STANDING ORDER

BILL PAYMENT

BILL PAYMENT

TRANSFER

BILL PAYMENT

BILL PAYMENT

BILL PAYMENT

TRANSFER

TRANSFER

fums o pogec W ¥

Vool E 4

QaRE2

Q4RARZ

L)

fan00

— S,

( Back to Table of Contents )
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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 Serl Bagawan, BA1511
Nogara Brunai Darussalam

Gerers| Line: 226 BODD

E-mail enuiry @faidur com

Transaction Summary Report

Company Name Zero One Two Sdn Bhd ~ Account Type
Acecount Number T654312345 Currency
Account Name Zero One Two Transaction Date
Report 1D: 20222004114046116

Reference Transaction Date Currency

| 043AHBDND2002 3140372022 BND

1 023AYBANOZAO2R 28/03/2022 BND

| 323AYBTND2676 26/03/2022 BND

| OODATHANODSS4 25/03/2022 BND

| 02402AREND2402 256/03/2022 BND

24/03/2022 BND

| 432AYDSGS2000

193

Current Account

BND
March 01, 2022 - March
31, 2022
Generated on:
Transaction Transaction Amount

DEBIT INTEREST

STANDING ORDER

BILL PAYMENT

TRANSFER

BILL PAYMENT

BILL PAYMENT

( Back to Table of Contents )

Apr 20 2022 11:40 AM

Available Balance

-5,520.29

551318

8.486.82

8 487 82

948882

948982
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9 Reports and Advices

9.2.1 Searching Account Balance Report

Download Transaction History report as CSV Format

lazline Rase Bie

File Home Inzert Page Layout Formulas Data Review Wiew Hzlp
E'r] E’* Calibr dn e w | E=Ees |8 |lgwe - B B
B~ 2 | bt E
Paste || = =t e = = & Candbonal Format as
v '&' e e E i % 2 cs _'?8 Farmatting ~ Tabla =
Cliphoard 1 Fant {1 IF] Humher wl Styles

Atignmeant

(i) POSSIBLE DATA LOSS
820 -

| a

1 _BAIBUW BANK
z Transaction Summary Report

3 Company Name ZeroOneTwo Account T Current Account

4 |Account Number 3’554312345 Currency BND

5 Account Name H SKY TRADING Transactic March 01, 2022 - March 21, 2022

6 |Report ID: ‘o3345223234455

7 Reference Transaction DatCumrency Transaction

B  043AHBDNOZ002 3ife3/ica2  END DEBIT INTEREST
O 023AYBANO240ZR | 28/03/2022  BND STANDING ORDER
10 DOOATHANDES74 26/03/2022  BND BILL PAYMENT
11 02402ARENO2402  25/03/2022  BND TRANSFER

12 323AYBTNO2676 25/03/2022  BND BILL PAYMENT
13 | 432AYDSG52000 24/03/2022  END BILL PAYMENT
14 432AYDSGS2000 24/03f2022 BND BILL PAYMENT
15 023AYBAND2402 23/03/2022  BND BILL PAYMENT
16 043AHBDNO200Z 15/03/2022  BND TRANSFER

17 023AYBANO2402 8/3/2022 BND TRANSFER

18 | 043AHBONO2002 1/3/202z BND STANDING ORDER
19|

(0 | E—

21

=

2

zlt 4

25

6

27|

20

£

3

a2

3|

24
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B insert -
¥ Delete -~
Cell =
Styles > @ Formiat ~
callv

Generated on:
Transaction Amount
-711
-13,000.00
-1
-1
-1
-3
-3.24
-4583
10,000.00
-5
=15,000.00

Delarit

o 2% 2
Sort & Find &

€ Fiar Select -
Editing

Don't shaw agein

= Comments = Share

Anahyre
Data

Analyiie | Senshivity

Save As..

Apr 20 2022 11:40 AM
Available Balance

| -5,520.29
-%:313.18
5.486.82
9,487.82
9,488.82
548582
3,434.32
9,493.06
9,361.06
-35.94
-33.94
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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.

Corponcis Croup - souL

| Advices
: Reparts > Adwices

Search Advices

Fayment Method ~

Cheose Company *

(Coempany I / Cormprany Name)

Pay From *

{hccoum Same / Account Number / Currcacy | Sonk Codd

Fayrent Date
Apr 20, 2022 - Apr 20, 202

(8

. -

Fields

Description

= P

Whsddrachoay, April 20, 2022 ot TESEEE AM OMT+03.00

" Motoahelas ars mandatory

Mandatory
/ Optional

Payment Method From the drop-down list, select International Transfer Mandatory
Choose Company From the drop-down list, select the Company Mandatary
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
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9 Reports and Advices

9.3 Advices

Click the SEARCH button. The Advices screen should be displayed.

Conperale Sreup 10 123523 | Conporate S NemR - Zeno Oines Twes S Bl

Advices

Rsporis 3 Advicos

INTERNATIONAL TRANSFER 12 entries)

Seiary fipfrenee Na Aty Nisnder valie Oste
@) 2013138UA19 12133134123 Oet 32,208
O 20431380412 19238334123 ez, 3010
S
BACK TO AIWICES
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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
( Back to Table of Contents )

10.1 Account Sweeps Overview

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.

Craote Sweep
ccuat Sesrogs 3 Covote Saes

Chaos Company *

et S | A Memmiton ¢ Chnrmresy | Bk Gl

Sweep To®

[t S | Ao bt | Cuateney | Bopsh Coscel

(T M Bokine Swoen

) TN AMOUNT Syt

Effective Date *

Expiry Daosta *

oo

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.
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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.

Shipping Guorantes Main Information 2

Re: LG No ™

Redoting to shipment per *

Choose Company * ¥

| Compory 1Y | Compony Mama)

For all other charges please debit our oocount no Q

kit Nefeos | et et £ Cuprersey £ ek Gl

Shipping Company *

Date ]

Particulons

The value of the e invcc as

Tenms & Conditiors

nnnmwwumnmnm:muuﬂpmmym. demand o oo jon of 0 al o %) on the value of the shpment of merchondise covensd by the undoyioking hesssnbeeions, roemod o, in cose the
collectian of the dafts covering such shipment. rehandee told not be d o yous,

m SAVE A5 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.

Baiduri b.Digital Business User Guide 202



11 Trade Applications

11.3 Irrevocable Letter of Credit

( Back to Table of Contents )

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

Advising Bank

Note: For Bonk Use Only

Applicant Name * Contact Person Name *
Address * Select v Telephone Number *
Address (Line 2) Fax/Email Address

Country * -

Application Details

Fields Description Mandatory/Optional
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
applicant’s country
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11 Trade Applications

11.3 Irrevocable Letter of Credit ((Back to Table of Contents )

Beneficiary Details

B Beneficiary Details -~

Beveficiary Name " Benefickary Advising Bonk * Q

Adddress *

Address (Line 2)

Cointry * -

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

( Back to Table of Contents )

Conhanestian o the Credn
() Poquosted () Mot Requosted

Framid Shmant -

() ABowed () Mot Allowed

Nurriber of days ®

LC Details
B Lcoetals ~
—
Curmacy () Atowea () Mot dllowed
Amount im0 ba coverod by apokcon -
O ves () be
Expiry Date " B

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.
Confirmation of the Credd «
(O Requested () Mot Requested
Partial Shipment There are 2 options, select either Allowed Mandatory
or Not Allowed.
Partial Shipment *
O allowed () Not Allowed
Transhipment There are 2 options, select either Allowed Mandatory
- or Not Allowed.
Transhipment «
O Allowed O Not Allowed
Insurance to be covered There are 2 options, select Yes or No Mandatory
by applicant
Insyrance 10 be covered Dy apphcant *
O ves O No
Credit Available With From the drop-down list, select Deferred, Mandatory
Acceptance or By Payment at Sight
it bl it =
Number of Days Enter the Days Mandatory
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11 Trade Applications

11.3 Irrevocable Letter of Credit ((Back to Table of Contents )

Shipment and Goods Details

B shipment & Goods Details

oo Tenms "

Bt dortit than * =

AV A% LR Y

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.
n Transport Documents

Sigrasd commsnsial mnices in Copses

Troreport Docusmsnt -
[ Fukt sot cloon on boaed ccoan bill of loding sequind (8 moeo than one onginal iswed) mado cut 1o the onder of Boidur Bonk Ed showing credit numbor and markod

[] Frewght peepasd () Ferght payalie at destiation
nedify

[T] Mirwecry bl stscwing shipment by o ffeight, consigned 1o Bakdur Bk Hid for Applcant's ocount, showing st mber and morked
7] Frgiit preepmanct Freshil. pavatile ol dostinabion

notity

Description Mandatory/Optional

Signed commercial invoices in Enter the Optional
number of
copies

= From the Mandatory
I |‘u|mc|u:mo<| d e ol 10 the cnder of B {5 ] CwTiE .
: option,

¥ et propercd sy perypat o dhes it

oty select the
required
Transport
Document.

[ Airwery bl shawing shipment by air freight, tor B Bank Bid for App 1. showing credit number and marked From the Optionol

Frnght prespaid || Fresght poyobile ot destination Trgnsport
notity ) Document,
select the
required
option
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11 Trade Applications

11.3 Irrevocable Letter of Credit

Insurance Documents fields

” Insurance Document’

rruranos Dosumert

O Policy
O Certificate for 10 percent of invokce value covering the following risks

2
Certdhecte of
[ Omgin issued by o chamber of Commerce stating the goods ane of
o
[ Ot
Pexcking List Cogaes
Wlght List Cixpins
Segrmd delivery onded in Copies
Othwrs
[ocuments to b prosented within it tha ot of isucncn of tho shipgpeng documemits) delivony ordor bat within woldity of tho Crdit

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

e . o . . of days in the

respective field
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11 Trade Applications

11.3 Irrevocable Letter of Credit

Terms & Conditions

& Terms & Conditions

Ay oy Hisa pe——l

(3 Bennficiary () Apphcars

FFor all sther charges please debit o occount no * Q

s Mo | Aeriurs Mot Corrency |k Coel

Thees exsuing ok thes creckt is subpoct bo the terms, and conditions as sot forth on the
sEvEse 1o which we sgres.

Special instruction

Thr crodit will subsgoct to Unsform Customs and Proctice for Documentany Credis
L200GT Resision Publoaton Mo S00 of the intermatonol Chomises of Commerce, Pans,
Fronce]

g anpressly woive ol sunetyship nghis.

Fields

All Banking charges outside Negara Brunei Daryssalam are for
account of +

Q) Beneficiary () Applicant

in cormideration of your agreesng 1o opon this credit on the Torms and Cenditions stated at my/our regquest |/we herewith: join in ond be bound jontly ond

Description

There are 2
options, select
Beneficiary or
Applicant of
who should
bear charges

iy by the tesma and

o this crodkt as if |/ we wer poncpallsl 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.

B8 Letter of Credit Details e

L Refemance

In Favour of *

Dt ]

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

11.4 Letter of Credit Amendment

Declaration details

B Dedlaration

( Back to Table of Contents )

Ploscma bt youur Qesount for your charges Incurmed o this amendment. All othat e ond conadition romeain unchangod.

Chooss Company *

Wcempaery ) £ Cmpamye Mo

Dasbit from *

{Aceréuns) Nipwss. £ Aisewiioid Hhatitass  Cinirasiey o ik i

Ackros

Acicirerss (Line 2]

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.
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11 Trade Applications

11.5 Acceptance of Discrepancy

From the menu, go to Trade - Acceptance of Discrepancy.
The Create Acceptance of Discrepancy screen should be displayed.

& LCinformation

Letter of Credit No*

Choose Company *

{eoirpenny 1)/ Corerprveny Neamind

For olf other chorges please debit ouwr cecount no *

therount Somo ¢ hooount Nursbor / Cusarcy / ik Codcl

Currency

In Fovour of *

LC Information

( Back to Table of Contents )

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 st oer e e et o e Sele.ct the account you would like to Mandatory
ECA100001 IECM1{)0001 IINRJSIIEH 0: 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
& Declaration ~

Wi oo the Soliowing desonpancy 165 os ndsised

[ par documents scheduled dated

[ per tax dated

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 Bank Guarantee

From the menu, go to Trade - Bank Guarantee.
The Create Bank Guarantee screen should be displayed.

Apphcation Typs +

() mew (7)) Menewal

Choose Company

#nempary 103§ Commpany Memiao)

Forall other charges please debit our sccount no '

e Momg | Accourn Maver | Clmsncy | Bank Coe)

Guarantes Type "

Beneficiary Names °

Cumency. "

Amount *

Nk by Chvies
Ape 20 20UT - Ape 3, 3002

Purporss *
Tharckarty Appbcies
® v O o

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 «
@ New (O Renewal
Choose Company From the drop-down list, select the Company Mandatory
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11 Trade Applications

( Back to Table of Contents )

11.6 Bank Guarantee

Description

Mandatory/Optional

/Auto-populate

For -l 0w Chinpin please ded 0w ectoent no

ECA100001 / ECM100001 / INR / SBI Q

Select the account that you
wish to debit charges from

Mandatory

Guarantee Type

From the drop-down list, select
one of the following:

- Labour Guarantee

- Performance Bonds

- Custom Guarantee

- Other Guarantee

- BID Bond

- Retention Bond

- Advance Payment Guarantee

Mandatory

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
Teocdo 3 Hanaga Wodkfow

Wostkfiow List Sedoct »  Saowch 4
Thade: - Leties of Crodit

ITIOATTTHILEAT, AR COMPANY 50N RHD 2452535 Mgx D, 2062 usD oo Panding Appdoval -
Aerrndrent
T - Mol Listisr

LIS iy ABC COMPANY 50N BHD  WIWTWT Agia T\, 3022 uso 1,600.00 Poring Appecval -
T - Crodit

MrAITAAIT st cb XYZTOMPANY SON BHD. ot Fet 23, 2022 1o 00 -
Aeneriderent

FXTONDOBOTE Thode - Dok Guoeontee ABC COMPANY SDH BHD - suscon D 10,000.00 “ -

torm o g WD o

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

Winrkflow List Select - h 4
s A osmion g
Trnde - Letter of Crodd
PP TTUL SR PRl it ABC COMPANY SDN BHD  2A50% Apr 31, 3002 use oo Puriding Apgroal -
Trche = Ivevocotilo Lition Approwe
FOTHA 0L IE G BAESS ABC COMPANY S0M BHD  WIWTWT Apn 1, 3T =t 4,400,000 Pricling Apgaceeal
isjoct
MROOAIEL o WO XYZCOMPANYSONBHD | aby ks 25, 2022 1o 500
At
HaMOmose0sI T - Dok Guarantes ABC COMPANY SOMBHD. SUBCON o ¥W0,000.00 “ -

Action

Approve

mersperpoge K T G-doid 4 (1]

Description

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.

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 (CBack to Table of Contents )

Overview

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
From the menu, go to Stop Request > Stop Payment Instruction.
The Stop Payment Instructions screen should be displayed.

| Stop Poyment Instructions
oo Racueet 5 Sar Pt st

Forperat Types

| Single Paymont -

Maroge List St byt
.
oA "f;;’ﬁ“””";;"";': ﬁ:“ubmsvuﬁso!uaa e U e e, 22 5 et e -
MEHRIH AN et sigrored i A oy 1F Mo W, 2022 5 Dot Tl -
I ﬁm:’“ﬁ;‘s m&x&u;em o VT My B S22 et Ty -
OGO et ot e fa [ 00 Febe b 2023 Wm0 Tt -
HEERGOTINT *ﬁ:;“ﬁﬁ':;‘: mﬁm;wm o W00 fwb a0 [ —— -
AR AR *’\;fg;’";ﬁ“;‘: fmu::aman Al O o 30, 40020 ksl Mrinaler -
TN AN AT :"‘:'A‘:'H"'“&:g“:e';’ f’ﬁ“ﬁ?ﬁ"‘q"m £ oA oM A I, 20 sl Tewler -
HLENRAMEAATY ";c;;”mma:’;";‘: fxl:;ﬁ?wsnn ealy U | s il -
TRIRAATI mm”:’:ﬁ"::: ‘_ﬁ“mb_.m e O 30, 2072 T -
NN AL ARCOMPAY SO Mmoo A 8 Moy 31,2010 Hintsraincant Tl -
1 UDAEGTHY | G ¢ B30 / EAEATY | AD B

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 v
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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.

Manoge List Select et
r
K55 COMPABY BN BHDY JOHAR DAL
TR e sl it o UEE o 022 Stimtusestorad Trinrsier |m
KB COMPANY S0 BT JOHAM DOALA ey
CooNE
KA TS e sk yshmpros R a B/ e L T e R U i irater i AN

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

Sen Hocqamt § ' Sang Perymond bnsinactiora. 3 B Ponmeond

Pargtiior Riferoncs: MRIOSNERTE

*
TR I
VR o
& Applicant
Fotmore i3
Furymen| Mewoi) s

Eesnd P Frise Ll

Compry ABC SOMPNY SDH 84D

Py Ve AEC COMPANY ST BHD S IXELSETEY  BND £ BES
Waryrn Ocibs et T, PO

Ehwriavenl i Oute e A, MR

B Boneficiary

Py JOrHAR DOLLRH 7 TIFASSTHE S USD / BBE

W  Amount

oy ws— o

Erlist Asvend. LLRE

i IR CALA A By CANTR )

Pty Cingicy 1
[y s L1
ks LIMTED SPATE DXCLLAR A0 Tharty T CENT D

B Reason For Stop Payment

STOP PAYMENT [N+ le: - 8

Sk Peayinant

P ek cow iy
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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.

Manage Workflow
Dop Requen 3 Monage Weadow

Parim e

Sinuglo Fayenaet
Wewkllow List Salact - v
i B COMPAS S0 ST JOHAN DDLLEA

MRS g e et o R o T e Sintmmiced it Precteg Apormend -

8 COMPANY BN D AN Do
AT © i JA—p— Paaciey -
- o *\AETEY | 3D | 88 { TEEAEEHY | CAD ¢ PAREAT 2 e M e s

A £ CMPANY S0 BHD Iotan oL
e ULSEATO ) RHD. (BES T e "o B o 100 ot Transter [— -

- " o

Figure 15: Manage Workflow screen

Under the Payment Type field, there are 2 options, Single Payment, and Batch Payment.

Manage Workflow
Stop Request > Manage Workflow

Payment Type
Single Payment -
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12 Stop Requests

12.2 Approval Flow (Payment)

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 Workfow
thopi et 3 Hancge Bk fiow

[
Sirple Ponmant -
Witk i 1ist Sebect
A ABC COMPANY SDH BHD JUskaAN Dod L
Josnjommmn [ AIIABNRY | D BRE | IS | Bt £ 9EMELTN ot bl ol
— AR COMPANY KO BHD bR DL . .
TONPONIATARET! £ I ETY | S0 [ BAE { IAESEY  CAD | WENSAT L Ay,
B ARG COMPAY SO EHD AN DL .
T et on g sy A o G Mon 1], 2002

( Back to Table of Contents )

Ty Appt -
Ao
Parcing Mg
fegoct
i Mg -

Actions Response
Approve Approve the Stop Request
Reject Reject the Stop Request
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13 Service Request

13.1 Cheque Book Request ( Back to Table of Contents )

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.

Chegue Book Reguest
v Feguest ¢ Choous ook Becues

Chacnit B00k Roguesl Refernd o | AENCS0LIIEAET

e w33
PHTIATE CHEGHUE oW
L=

B Choous Bobk Requast Information

s o Lisiposs *

Cattne g e *

- -

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.

== "
BAIDURI BANK QO [E e TN =P
0 i
N - oG 01235 Group Hama : xyz company Monday, Aprl 18, 2022 at B30:56 PM GHT-0800
FX Rates
Tools > FX Rotes
Forign < bedew are i Last Update: Ape 16, 2002 | 320 PM
Brunet dollar to 1 unit of forelgn cumency Search Lo}
=
B Cutmeiicy Selling TT/00 Buying 1 Buying G0
A Banohcitry Mdnoganiemt <7 US DOLLAR uso 13682 13512 12285
STERUNG POUND GBpP 17995 LraaEr 11987
E] vapeyooManagomen s
EURD EUR ARG Tea2s jETE)
4 Bulk Tronsfers i
- AUSTRALIAN DOLLAR AUD 10259 09849 0908
ﬁi‘ Poyrodl W CANADIAN DOLLAR CAD 10960 10810 10470
NEW ZEALAND DOLLAR NZD D444 0B973 08724
a Reports “r
@ = homeperpoge 0 jopoia 04 o »
% Trade N
Brunei dofior to 100 units of foroign curmency Search aQ
& Stop Request o
Cutrorsy sillngy TT/O0 Burying TT Buyirg) OO
B Service Request L
£ Toos AL SWISS FRANC CHF 45600 1432900 1648800
HONG KONG DOLLAR HKD 00 168800 5000
% FX Rotes
INDONESIAN RUPIAH DR ooz 0.0078 0.0064
'n- Settings N INDUAN RUPEE L 2no 15081 ]
JAPANESE YEM Jey LOBTE 10608 11593
[—i Logout
PHILIPPINE PESC e 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 ( Back to Table of Contents )
BE Doshboord
E Accounts v
A sitroyments v

!Z! Beneficiary Management

E Bill Poyee Manogement

¥ BukTransters W
@l Payol v
B repons v From the sidebar, navigate to Corporate Admin
@ Account Sweeps - and click the drop-down arrow to view the
B e . options as highlighted on the right side.
I, stop Request v
B service Request v
#~ Tools v
@ Corporate Admin A
Suspend Users
s Limit Managemant
£+ settings v
B togou

Click Limit Management. The Limit Management window is displayed. Corporate Admin may select
the user they wish to change the transaction limits.

Limit Management
Corporote Admn > Limt Monogemant

Search Users v
User List
N

D) bcC020ichecker bc00ZDlchecker

9 bde0020imarcouse bdc0020marco

0 tdeC020pendan bdcd020Nperrdan

O CheckerQA2 CheckerQAZ

O TWARDAH ITWARDAH

tomepeepage: 5 7

-Sof 1B 14 01 140> M
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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 > Lemit Managoment 3 Set Limit

Set Limit
User ID bdc0020ichecker
User Nome bdcO020Ichecter
O Transoction Currency Maximum Allowed Lnit
O Bll Poyment. END 300,000
g | 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.

Baiduri b.Digital Business User Guide
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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
® bacoUZUCteCksr bcOOUIChecker ACTVE
O bdcDO20marccuse bdc000Imarco ACTNE
O bdcDO20pesrdan bdc000Ipendan 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 )

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©) [El o TIT =P

| Commote Group D 01235 | Corporate Growp Name : XYZ COMpany Monciay, Apil 18, 2022 ot 3220 PM GMT+GE:00

Change Password
| Settings » Change Password

" Maripd Bekts o mandatory

Your possword was last changed on Mar 9, 2022, TEOFR40

AM
# Transfers S
A si payments s Cument Password *
0/
.é. Boneficiary Monogement < -
E Bill Puyes Management - New Possword * ﬁ
0/%
A Buk Transters v
dl b2 Re-anter New Possword * E
o0/
B ropos v
Noto
@ Account Swoops o h o B0 12 ot feaat 1
uppsrcos kittes, | lowimcose ktter, one tumbaer ond | special
- chorocter
88 vrade R The rierw P st bes dfforem 1 the st 3 usedd puswords
f &
wiy  Stop Request 1%
u Service Requost [ — CANCIL
& oo o
£ settinge ~
Chonge Passwind
[» togon Baitkn Bark, Brnai 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.

Baiduri b.Digital Business User Guide 230



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

Step 4
Click the SAVE button. A confirmation message will be prompted
and your password is now changed.

Change Password

@ vourpassword 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.

<

= BAIDURI BANKQ

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 @

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.

233

( Back to Table of Contents )

GENERATE SOFT TOKEN

Code expires Enl 58 'Sec

Secure Code
- 10 T [ 1 1
‘ 3 ‘ | 4 ‘ 2 0 7 0
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 at 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

0300100417838 UsSD1,130.74
0300110417838 -BND10.25
030MOs7ess -BND 13771
0302110417838 - BND 164,426.20
030310477838 - 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 Wednesday, May 18, 2022 ot 10:54:30 AM GMT+08:00
Dashboard Dashboard
Home > Dashboard Home > Dashboard

Non=financial =Transaction A
Financial -Transaction Statistics ~ Statistics

Filter Transaction

ALL -

Filter Transaction
ALL -

Please select Filter Transaction : .
Please select Filter Transaction

Date
May 18, 2022 - May 18, 2022 () Bidia
May 18, 2022 - May 18, 2022 8
‘ User Workflow

Fully Approved 0 ‘ User Workflow
Draft 0 Fully Approved o]
Delete & Draft o
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 Message

‘Wednesday, March 30, 2022 at 11:33:52 AM GMT+08:00
Dashboard

Home * Dashboard

All balances as of Mar 30, 2022, 1:33:49 AM

Quick Balance £

Operative Accounts

Choose Company

XYZ COMPANY

Account Number Availoble Bolance

030000417838 USD 1,130.74
0300M04a7a38 - BND 10.25
0300477838 - BND 13771

0302110417838 - BND 164,426 20

03030477838 - BND 13771

View All

Step 1
User clicks on the Mail icon on
the top upper right corner

Baiduri b.Digital Business User Guide

Home
Home 2 Messages

Inbox (0)

> No messages Create new

Copyright 2020 Boiduri Bank, Brunei 2022

Step 2
User clicks on “New Message”

( Back to Table of Contents )

New Message

" Marked fields ore mandatery

To

Digital Banking

> Category *

Category is mandatory

Subject *

Subject v moandatary

Message *

Step 3

User selects Category,
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 AuDIT TRAL
a——ll Letter of Credit Details N
earch
Reference Test23rdFeb
r | Rafere Trade Applice W c
Currency HKD

Trade - Letter of
2022022320436232 - Amount 56.00
Cradit Amendment

In Favour of abv
Tr -
202moeicogomze o - Bank
Guarantee
Date Feb 23, 2022
ltemsperpage 10 * 1-2of2
ﬁT Amendment Details s
Shipment Date
Extended to

Copyright 2020 Boiduri Bank, Brunei 2022 Expiry Date Extended

1o
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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