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Pavroll Transaction User Manual

Payroll Transaction Flow Chart

Enter the transaction
details to the SAMPLE file
(PAYROLL_NONCPRS.xISs)

¥

\

Section 1 (Page 3) Section 2 (Page 5)
Save it as CSV format -l_b> Logon to Straight2Bank

for file import in S2B https://s2b.standardchartered.com

Straight2Bank
https://s2b.standardchartered.com

Section 3 (Page 6)
Import Payroll transaction file
<Transaction — Utilities — Import File>

Section 4 (Page 8)
Batch Instruction
<Payment Tasks - Batch Instructions>

!

\J

Section 5 (Page 9)
Authorize Batch
<Transaction — Authorize — Payment Batches>
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PAYROLL Transaction File Preparation
(Section 1)
Open the SAMPLE file <PAYROLL_NONCPRS.xlIs>

Section 1.1 Section 1.2

1.1 Enter <"P"> in the first column B Micro soft Excel - PAYROLL_NONCPRS xls

1.2  Select <Payee’s Bank Name> ) mld  Edt View Insert Da
e.g. HSBC BANK HONG KONG 004 NEER AR &, -
(It can be found from the list and the respective HOME
bank code will be shown in the column “F” ““ﬂ B / J
automatically. If the Bank name cannot be found, R I;ANK HONG KOG g ' fh“ A,';
please contact Straight2Bank Hotline for e Al
assistance.) HHNORDBANK AGHORBKENG |

HUa CHIA0 COML BE HEgACH USE
HUA rAN COMMERCIALEE HE 133
IMO M COBE OF CHIMA $SI1A 072
IMOIAMN OYERSEAS BE AR 050

/-

Debit A/C Ho. (HKD) Py{me's Hame |Employee's Account Humber

1.3 Enter <Debit A/C No. (HKD)> for PAYROLL

Payment
e.g. 44712345678
(It should be SCB account & 11 digits exactly.)

o ] = S SR 1 (G E

—

1.4 Enter <Payee’s Name>
e.g. LEE TAl MAN

(It cannot be longer than 35 characters.)

"

1.5 Enter <Employee’s Account Number>=
e.g 123456789012

4471234567 3ULEE TAI MAN 23456733012
(NOT includes bank code “664”)
(It should be less than or equal to 12 digits.)
1.6 Enter <Payment Date (DD/MM/YYYY)>
e.g. 3070372009
(Date format should be DD/MM/YYYY)
(Payment date is DEBIT DATE “T”) F G H
(Employees with SCB accounts will receive the payment Payee’s Bank Code Fa}fment Date (DOMMAYYY) |Payment Amuunt (HKD)
H3BCHHHEHHKH 0312009 1000000

on T+1 and employees with non-SCB accounts will receive
the payment on T+2)

(If T, T+1 or T+2 fall on public holiday, the transaction will
be processed on the next business day)

1.7 Enter <Payment Amount (HKD)>
e.g. 10000 (No Comma)
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PAYROLL Transaction File Preparation

<Enter the subsequency entry into the sample file>

1.8

1.9

1.10

1.11

Highlight the first entry and Right Click on
the mouse, then Select “Copy”

Select the subsequency row and Right Click
on the mouse, then Select “Paste”

Repeat the above steps from 1.2 to 1.9 for
entering another PAYROLL details

Save it as CSV Format for file import in
Straight2Bank

e.g. File name “PAYROLL_NONCPRS.csv”

Section 1.8

B £

&

Payee's Ba ame Debit A/C Ho. (HED
(B BANMK HOMN MG 04 4471734567
i Zuk
-4 Copy |
[, Paste I

ey —
Payee's Bank Hame

: -
|Debit A/C Ho. (HKD)

H=BC BANK HOMG KOMG 004 44712345675
I
Cuk
Copy
Section 1.10
4| B | ¢ | b 1
Payee's Bank Hame |Debit AIC Ho. (HKD) [Payee's Hame  JEmployee's Ac
[P HSBC BANK BONG KONG 004 44712345675 LEE TAIMAN 23456759012
HANG SENG BANK LTDHK 024 44712345675 LEE SUIMAN FE3456TAA01 23

== =1

STANCHART BK (HK) LTD 003
DBS BANK (H)LTOHK 016

F345675001 234
Mi5aTa0012345

44712383678 CHAN TAI MAN
44712343678 CHAN SUIMAN

Section 1.11

=]
[

File | Edit ‘iew Insert Format

Open...

Save fs...

Save in:

Remove Hidden Data. ..

Page Setup...

2]

LI @v._i_i} Q:" ._JE'TDD[S'

|\j MOMN_CPRS
me:

I Size | Tvpe

E

My Recent
Drocuments

|

S «|
il File name:

I‘NA.VROLL_NONCPRS.CSV

.
My Mebwork

I Save

Places

Save as bype! IICS'-p' {Comma delimited) (*.csv) I

1

Cancel

el QFW PN -
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Transaction Procedure
(Section 2)

Website:https://s2b.standardchartered.com
Logon to Straight2Bank by entering website

above
2.1 Enter <Group ID>
e.g. GHK99999
Enter <User ID>
User ID of approver OR operator, it was
assigned by customer in <Straight2Bank
Services Setup Form=>
Click <Submit> button

we'll take you stralght there

Lagin PR — b oo i R i B i L L

e
Tird: il o B TR T

Wy I— . PyTT—
sl Section 2.1 §

S i L b b
T IS b TS A 8 i P
R dolir Do ikad
o B Waiieey A AT

Tra s LA i i Baad 10 il

i iy Y e sl e

mhucp ilipd e b pliB bk T

sulte of electronis charnels | Mttt s T by

i now
StrsabghﬁfHanx

Figure 1 — Straight2Bank logon page

2.2 Enter <Password>
For the first-time logon, password can be
found in email sent by <Standard
Chartered Bank> with the email address

<S2BWebProfile@s2bmail.standardcharte

red.com> as shown in Figure 3

Click <Proceed=> to logon

§aamal

Apdad Slragnt ZHank | Coprani & 2002 Haniaed Chariwed Bk

Figure 2 — Password authentica\tion

Cear GHEJR ID Uger ID oo Campapy Mame,
b one= rerpeears SnralqeoThagE e paqueed tam ks qeears-sd tar T
suuL aoe Lanowsy sus.ooen Faszwesard
Timymp En =Te e ctamETE R probil 'S PART AR TR VL Ll U T i B LS L] Pl T S B R Bt T o
.
[5h=:14 = “wus mrs qiardes = pead PUEECAr At Ammccm, clegge fan’ Sraa e o= losenr
Foaweacs Vieslozed zuns roisooal owa
Temr tmyapds,
%0 o 2K oL mils s
TUESST OCUTTET OFTELT T OTNUTY OHESSLET. ML TTRICTS O, OIS OCEDSLAT AT N ORFPTIRT Y
AHLLo LV iedbos . cLBE2E oodlac ] zvMk Sice I JFTRAT Ve U1 ulTOVHLL AL E AN TR SV A
TARTIR SN TRV

Figure 3 - Password email from Standard
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Transaction Procedure
(Section 3)
3.1 After logon to Straight2Bank,

move the mouse cursor over
the text “Transactions” under

<Cash Management>

3.2 Select <Utilities> and click

<Bulk Import>

Section 3.1

Cash Management i

Feports Transactions | Reports Transactions | Reparts Transactio

Welcome To Straight2Bank

StraightZBank Message Center

Straight2Bank Messages inform you when scheduled gueries and other unscheduled everts
occurred.

Figure 4 — Main page

Management Trade Finance Securities

Reports tions | Repaorts Transactions | Reparts Transactions

¥ | Bulk Imgport

Authorize F | Wieswne Imipat

Section 3.2

Figure 5 — Bulk Import
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3.3 Choose <File Type> as
“Payments”

3.4 Choose <Template Name> as
“PAYROLL”

3.5 Type <Description>

This field is NOT mandatory
field, you may enter some text
for your own reference.

3.6 Click “Browse” and select the
PAYROLL transaction file
(PAYROLL_NONCPRS.csv)

3.7 Click “Import” button

Figure 6 — Import details

h Managemenit Trade Finance Securties

Reports Transactions | Reports Transactions | Reports Transactions

Transa
Liilities = Bulk |
| utilities

Bulk Import | Wiewy Imported Files: | Uplosd Files | Wiew: plnaded Filez | Send File | Diovenload Files | Downlos
Token | %ASCO0 Pin Decryptor | Mairtain Templates ile Conversion Lility |

! )

File Type *: IPaymerrts ;I
Template Name : PAYROLL
Description : ISALAR‘H mAR2009

File Name *: IC:'IPAYROLL_NONCPRS cav | Browse... I
Invoice File : | Bromse. .. |
Impart

Section 3.7

Figure 7 — Transaction File (PAYROLL_NONCPRS.csVv) has been successfully imported

Transactions

Utilities 5 Bulk Import Success|

Bulk Import | Wiewy Imported Files | Upload Files | Wiew Ul
Token | %&5C0 Fin Decryptor | Maintain Templates | File Cc

File Uploaded
Reference Mumbe 20090309idD00000987 557000 |

Liilities = View Imported Files

Yiew Imported Files

Sort On : IFiIe Reference b vl

Select File Ref No. Status | File

File Reference Number : |zuuguangidnuunuuga?ssmun File Type : IPayments "'l
Import Date From : [n3m3/2009 i Import Date To: [0amai2008 ]

Sort Order : IDescending vl Searc

File Name Import Description Remarks

Date

Standard Chartered Bank (Hong Kong) Limited - Solution Delivery, Wholesale Bank

. SALARY Murber of Complete transactions 4; Incomr
[ Z009030%d00000095 7857000 | Success |Payments  PAYROLL_MOMCPRS.csv 0900302009 MARZLND Awaiting F¥ transactions 0;
I
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Transaction Procedure

(Section 4) : }

4.1 After imported the PAYROLL file Anagee Trade Finance HHES
Feports  Transactions | Repaits

successfully, move cursor to <Cash

Management> ,<Transactions>, and

then click <Payments> Transac

4.2 Select <Batch Instructions> in -

Paymeg

“Payment Tasks”
4.3 Check the box of payment you want to
group it into one batch. Then Click

Finance

<Batch Selected Instructions> i
Reports  Transactions | Repots  Tra

4.3 NEW payment batch has been created
Cash Management

with status “Batched” and ready for Transactions > Payments > Batch Instructions
authorization. Payments Tasks Section 4.2

Edit / Complete Instructions | Assign FX Rates | Undo FX Rates | Delete Instructions | Batch Instructions | Authorise
Batches | Authorise Batches | Unauthorize Batches | Send To Bank | Load Template | Manage Templates |

Figure 9 — Batch Instructions

Batch Instructions Section 4. 3

Search This List :

| Setect

Payment Customer | Import Reference Transaction/Related | BO
Referepie | Reference Reference Reference

Za
Q0001338 20090309id00000098755 7000 PAaY CHAM SUT MARN

¥ | Q0001337 20090309id00000098755 7000 PAY CHAM TAT MAN
¥ | Q0001336 20090309id00000098755 7000 PAaY LEE SLI MAM
¥ | Q0001335 20090309id00000098755 7000 PAY LEE TAI MAM

gl /

Show : all | Select% 04)

| Batch Selected Instructions Ill &Suto Batch Instructions I | &dd To Existing Batchi

Section 4.4

Batch Created

Batch CO00001 4 haz been cre

| Batch Refer=nce Matrix Mumber
000014

| Print Batch | | Unda Batch | | Edit Batch | | Autharize Batch |
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Transaction Procedure
(Section 5)
5.1 Move the mouse cursor over

the text “Transactions” under

the category <Cash
Management>
5.2 Select <Authorise>, click

<Payment Batches>

5.3 Select the batch to authorise and
Click <Authorise Batch>

Securities

Reports

Standard g
Chartered &g

Transac

Messa e + Payment Batches

Subject Payment Instructions

Received Da

Figure 10 — Authorize Payment Batches

Section 5.3

Authorise Batches

Search This List :

| Select =l

u ’Batch Reference | Mo. of Instiuctions | Matrix Number | Status | Total Debit BCE

1 Batched

¥ Coooooid 4 52,000,00

Show : all | selecked (M

|| Authorize Batch || Reject Batch]

Figure 11 — Select the batch to authorize
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5.4 Verify the batch details, if there is no

discrepancy, click <Save> to AuEharsEBateh

Batch
Reference

0000014

| o . : :
proceed |TutaIDR Authorisation | Highest DR | Authoriser | Authoriser

oCE |Matri:H: BCE | 1 Z
52000 1 16,000.00 | Mone

Figure 12 — Authorise Batch

) ) Figure 13 — Data signing
5.6 To continue with your Vasco

authorization

1 —Turn on the Vasco by enter your 6
numeric digit PIN

2 — Enter Button “2" to select Transaction
authentication

3 — Enter the “CHALLENGE NUMBER”
and a8 numeric digitswill be generate for
the “RESPONSE CODE"

4 —Press“SUBMIT" for payment approval

/

Figure 14 — Enter PIN Code

5_7 Use Cha“enge Code for Authorization 3 Welcome Standard Chartzred Web Bank - Microsoft

Section 5.7

5.8 Enter <Response> from Vasco * indicabes Mandatory Field

Section 5.8
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5.9 Verify the status of the
batch. If the status is
<Fully Signed>, the
batch is authorized
successfully

5.10 If the status is <Fully
Signed>, click <Send
To Bank> to send the
authorised batch to
bank

5.11 Verify if the selected
batch has been sent to
the bank.

Standard Chartered Bank (Hong Kong) Limited - Solution Delivery, Wholesale Bank

Batch Authorised Section 5.9

Batch Reference Mo. of Instructions Status Matrix Mumber

COonoo14 4 IFu 'y Signea | 1

| Print Batch | | Unauthorise Batch ||| Send To Bank

Figure 15 — Batch Authorised

Payments Tasks

Edit f Complete Instructions | Azzign Fx Bates | Unda FX Rates | Delete Instructions | Batch Instruction
Bark | Stop Paymert of Imstruction | Cutgoing Stop Instructions

Paymentz Home | Search Payments | 5 Section 5.11 il

Batch{es) Sent Tn Ranl

ected batchies) have been zent to the bank and W"'W of Sent To Bank.

Back To Payments

The =

Figure 20 — Batch Sent To Bank
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