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Bagaimana membuat Pengguna Baru

Bagaimana mengelola Pengguna yang sudah ada

Bagaimana membuat Penerima/Pembayar baru

Bagaimana mengelola Penerima/Pembayar

Bagaimana melihat Pengaturan otorisasi

Bagaimana melihat Persyaratan Audit

Lampiran

Penugasan Peran Pengguna?
Ringkasan Peran

Mengelola Pre-Approved Payee (PAP) /
Penerima Pembayaran yang Disetujui
Sebelumnya

Akses Eksekutif Penggajian



Bagaimana membuat Pengguna Baru

Untuk membuat Pengguna Baru, Anda perlu menyelesaikan

profil pengguna dan dan pengaturan akses akun pengguna

Membuat Profil Pengguna Baru

Langkah 1
Tekan tombol “Membuat Pengguna Baru” dan ikuti langka kedua di bawah.

Langkah 2

1. Organisasi ID akan terisi otomatis. Masukkan ID pengguna, nama depan
dan nama belakang.

2. Pilih "negara dokumen identifikasi" dari daftar dropdown.

3. Pilih "Jenis dokumen identifikasi" dan masukkan nomor dokumen.

4. Status profil akan tidak aktif sebagai default. Pengguna dapat
mengaktifkan sendiri ID penggunanya sendiri setelah dia mencoba masuk
untuk pertama kalinya.

5. Masukkan "Email Kontak" dan "Nomor Kontak". Informasi ini penting
karena akan digunakan untuk pendaftaran dan aktivasi Infinity Secure.

6. Pilih perusahaan default dari daftar drop-down (Beberapa perusahaan
akan tersedia untuk akses perusahaan Utama/Afiliasi. Pilih perusahaan
default tempat pengguna berada).

7.  Pilinh "Lokasi", "Zona Waktu", "Mata Uang Dasar" dan "Bahasa".

8. Jika perusahaan Anda memiliki token fisik tambahan, Anda akan dapat
mencari dan menetapkan token ke pengguna yang baru dibuat.

9. Pilih Tugas Perusahaan & Administrasi yang ingin Anda tetapkan kepada
pengguna baru — Lihat Lampiran untuk daftar “Tugas Administrasi”.

10. Pilih perusahaan dan akses peran yang ingin Anda tetapkan untuk
pengguna baru — Lihat Lampiran untuk daftar “Akses Fungsi”. (Anda tidak
akan dapat menetapkan tingkat dan batas otorisasi kepada pengguna ini
karena “Authorizer” hanya dapat dibuat oleh Bank.)

11. Klik tombol "Berikutnya" untuk melanjutkan.

GLS SEAFOOD PTE LTDX000XUAT1 BRI RN

Application Type ) Clear Filter(s
. -~

Profile Status

Contact Details

ACCOUNTS

=+ Create New User ‘

ACCOUNTS

TESTERT

Test1

@

Token Details

If you do not have an available token you can save as draft and contact us,

2651202742

Private Token oken Status
No Acrivated

Company & Administration Tasks

Company & Administration Tasks * Q

B—

Company & Functions to Access

D Company What functions can user(s) access

Role(s)
Role(s)

Raole(s)

m

? Authorisation Level

Authorisation Limit (Per Day)

£ Amount

£ Amount

R Amount



Bagaimana membuat Pengguna Baru

Mengirim Profil Pengguna Baru

You are in:
CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN

Create New User - Profile

Setelah menekan tombol “Berikutnya”, Anda dapat memeriksa
detail profil pengguna Anda sekali lagi sebelum melanjutkan.

Please review and submit.

Pada halaman review, Anda akan melihat tiga tombol yang terletak
di bagian bawah halaman, yaitu:

User Details

"Batal": Jika Anda melanjutkan dengan ini maka pengguna baru Fesor
yang dibuat akan dibatalkan dan tidak akan disimpan sebagai draf.

“Edit”: Jika Anda melanjutkan dengan ini maka Anda akan
diarahkan kembali ke halaman pembuatan sebelumnya.

MA765133

Profile Status

“Kirim”: Silakan merujuk ke halaman berikutnya untuk penjelasan
rinci.

Inactive

Contact Details

test@gmail.com

Settings

Singapore Asia/Singapore
Bas rrency Langusg=

SGD English

Token Details
Token Serial Mumber.
2651292742
oken Status
No Activated

TBA11

Infinity Secure

oken Status

Mo

Company & Administration Tasks

5 Tazk(s) Selected

Task(s) Selected
20 User Admin
User - Portlets

20 User Portlets

Role(s) assigned by Bank
30 Customer Admin

User - CA - User Profile

Company & Functions to Access

Authorisation Leve

Authorisation Limit (Per Day)

What functions can user(s) access?

Authorisation Leve

Authorisation Limit (Per Day)

What functions can user(s) access?

Cancel ‘ | Edit

0 functions selected ™

0 functions selected

User
User

User
User

- Admin

- Customer Admin

- CA - User Account

- CA -User Authentication



Bagaimana membuat Pengguna Baru

Menyetujui Profil Pengguna Baru

2. Pesan konfirmasi akan ditampilkan jika profil pengguna telah berhasil disetujui. Harap beri tahu pengguna yang
baru dibuat agar merujuk ke panduan ini tentang cara mengaktifkan ID pengguna dan mengatur kata sandi:
https://www.uob.co.id/corporate/infinity/quide-getting-started. pdf

1. Harap ikuti petunjuk di layar untuk mengotorisasi permintaan

>< You are in: 10+
CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Enter Token Response

Please select token type to proceed. Create New User - Profile
Infinity Secure Physical Token
User profile has been successfully approved.

Follow these steps on your token: UOB

1| Press C New Profil

2| Enter | 8765 & press @ —~ =

3 | Enter the 6-digit security code on your token.

. . o . . .

By clicking Submit’ you are desmed 10 have read and agreed to the
[[] Set as default authentication method

Catatan : Jika pengaturan Administratif memerlukan administrator lain untuk
menyetujui, transaksi akan diajukan untuk persetujuan setelah klik kirim.

Administrator lain harus menyetujui transaksi otorisasi yang tertunda ini dari "Tugas
Saya" di bawah "Admin".



Bagaimana membuat Pengguna Baru

Kelola Akses Akun Pengguna

Langkah 1

Dari pilihan Menu di atas, arahkan kursor ke "Admin" dan pilih
"Kelola Akses Akun Pengguna" di bawah kolom "Manajemen
Pengguna”.

Langkah 2

Profil Pengguna Baru yang disetujui dalam pengaturan
sebelumnya akan dicantumkan dengan ".." Jenis Aplikasi. Arahkan
kursor ke ikon Tindakan, pilih "Edit" untuk mengatur akses akun
pengguna. (Detailnya akan ditampilkan di halaman berikutnya).

You are in:

UOB CASH MANAGEMENT Vv ACCOUNTS

USERS MANAGEMENT AUTHORISATION SETUP

Manage User Profiles View Authorisation Setup
Manage User Password

Manage User Account Access

Manage User Account Access

[ company | [ useriD ) |1  Application Type | Clear Filter(s)

280 Record(s)

Company First Name C

Mark

Auth-A

1 Maker

PAY & TRANSFER SERVICES ADMIN

DATA MANAGEMENT

Manage Payers / Payees
Manage Phrases

Manage Account Display Names

Last Name C User D C
LOPEZ GEBJ101002 GEBJ101002
USER-2651292629 USERA

2 Maker BEBEKDAI

MY TASKS

AUDIT QUERIES

Audit Queries

Application Type Action

—>
A Edit

View Approved Details

MODIFIED :



Bagaimana membuat Pengguna Baru

[ current Account - Corperate 1013450132 - 5GD

Ke I O I a Akses Aku n P e n g g u n a. Current Account - Corporate 3513001469 - SGD

Limit transactions to only Pre-approved Payes? *

@® Yes
O Neo
User Details ~
1. Detail pengguna akan ditampilkan di bagian ini dan tidak dapat Vit can the user vieo?
. . [ o Account Overview
dledlt' - - - Account Activities
. . :\;:rr"e II:ESF::EE;GEBMNDOZ What transactions can the user access?
2. Pilih akun yang akan diakses oleh Pengguna. n_. - .
3. Pilih “Ya” jika pengguna baru dibatasi untuk menggunakan
rincian Penerima/Penerima yang Disetujui Sebelumnya saja. R
ssozae WANG WANG PTE LTD
4. Centang kotak jika pengguna baru diizinkan untuk melihat [] seectAll Accounts
ikhtisar akun dan/atau aktivitas akun. (Selain akses peran A
ccount and Product to Access ~

pengguna yang ditetapkan di bawah profil pengguna, dua kotak
centang ini digunakan untuk mengontrol lebih lanjut apakah
pengguna dapat mengakses ikhtisar dan aktivitas akun tertentu.)

[] Current Account - Corporate 1013430124 - 5GD

AIRELATED SERVICES PTE LTD (Dafault Company)

[] Select All Accounts

5. Klik di sini untuk memilih jenis transaksi yang akunnya dapat
digunakan oleh pengguna.

Current Account - Corporate 1463051638 - 5GD

Limit transactions to only Pre-approved Payee? *

6. Klik tombol “Next” dan halaman detail akses akun pengguna @ ves

akan ditampilkan di layar berikutnya.

O o Enter Token Response

What can the user view?

Follow these steps on your token:

7. Klik tombol “Kirim” dan ikuti petunjuk di layar untuk
mengotorisasi permintaan. **

Account Overview 1| press @

Account Activities 2' Enter the 6-digit security code on your token.

What transactions can the user access?

8. Pesan konfirmasi akan ditampilkan saat akses akun pengguna

P11

berhasil disimpan. ** e )
What transactions can user access? X
** Catatan : Jika pengaturan Administratif memerlukan administrator lain untuk SR
menyetujui, transaksi akan diajukan untuk persetujuan setelah klik kirim. Administrator R
lain harus menyetujui transaksi otorisasi yang tertunda ini dari pilihan Menu di atas,
arahkan kursor ke "Admin" dan pilih "Kelola Akses Akun Pengguna" di bawah kolom oS | n_. {isep Account Bceess has been suceesshully submifited
"Manajemen Pengguna". s |[ o




Bagaimana Mengelola Pengguna yang Sudah Ada

Mengelola Profil Pengguna

Langkah 1
Dari bar menu atas, arahkan kursor ke "Admin" dan pilih "Kelola
Profil Pengguna" di bawah kolom "Manajemen Pengguna".

Langkah 2

1.

Klik pada tab untuk beralih antara “Semua”, “Aktif”, “Tidak Aktif’
dan “Terkunci” untuk profil pengguna. Pemisahan tab
didasarkan pada status pengguna.

Gunakan opsi filer untuk melihat profil pengguna yang ada.

Ini memungkinkan Anda untuk:
Hapus pengguna

Mengedit profil pengguna.
Melihat profil pengguna

Anda tidak akan bisa menghilangkan atau mengubah peofil
pengguna jika perubahan profil menunggu disetujui.

You are in:

CASH MANAGEMENT Vv ACCOUNTS

UOB

USERS MANAGEMENT AUTHORISATION SETUP

Manage User Profiles View Authorisation Setup
Manage User Password

Manage User Account Access

You are in:

CASH MANAGEMENT Vv ACCOUNTS

Manage User Profile

PAY & TRANSFER SERVICES ADMIN

DATA MANAGEMENT
Manage Payers / Payees
Manage Phrases

Manage Account Display Names

PAY & TRANSFER SERVICES ADMIN

-
|
|

*

User ID :I [ Application Type :I Clear Filter(s)

53 Record(s)

Company T First Name C Last Name C User ID C Application Type
leszie LACUNA GEBJ0E1302 LACUNA
Gerald Thomson TBUATT1
1K ILIKL KLIOMK

MY TASKS

AUDIT QUERIES

Audit Queries

10+
MY TASKS ®

=+ Create New User ‘

Profile Status C Action

Delete

a——-

View Approved Details

® [nactive



Bagaimana Mengelola Pembayar/ Penerima Pembay

Mengelola Pembayar/ Penerima Pembayaran

Anda dapat membuat detail penerima pembayaran/penerima (baik
“Penerima Pembayaran Normal” atau “Penerima Pembayaran yang
Disetujui Sebelumnya” (PAP)*) di Daftar Penerima Pembayaran.

You are in
U 0 B CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER

DATA MANAGEMENT

Manage Payers / Payees
Langkah : Manage Phrases
Dari bilah menu atas, arahkan kursor ke "Admin" dan pilih "Kelola
Pembayar/Penerima Pembayaran" di bawah kolom "Manajemen Pengguna". Manage Account Display Names
Langkah 2

Klik “Buat Pembayar / Penerima Baru” (untuk membuat catatan
baru) atau klik tombol “Edit” di dalam menu tindakan untuk
memperbarui catatan yang ada. You are in: 104

CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Manage Payers / Payees + Create New Payer / Payee
*Lihat Lampiran - Manajemen Penerima Pembayaran Pra-Disetujui untuk
fungSi akseS yang diperlUkan dan cara mengontl’0| pengguna melakUkan t Company t l Payer / Payee ' t Transaction Category I l PayNow ID ' t Pre-Approved Payer / Payee t I Currency '
pembayaran ke PAP saja. ﬁ - o s o '

(2‘ Threshold Amount ,:' »". Maker User ,:' (“ Application Type .} Clear Filter(s)

- -
2= Customise View v
28 Record(s) i

Pre-
Company C Payer / Payee T Transaction Category PayNow ID C :g:;:;cd C Application Type Status Action
Payee

alal

View Details

anew PAB Transfer to Other

new PAB )

5013330116 Local Bank / -- Yes New g a ® _— >

N Payhicw View Approved Details

Transfer to Other
Local Bank / .- No New
PayNow

Edit

10



Bagaimana Mengelola Pembayar/ Penerima Pembayaran Baru

Mengelola Pembayar/ Penerima Pembayaran Baru

You arein: &
CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Lan g kah 1 Other Details
You may also include the following details

Klik “Buat Pembayar/Penerima Pembayaran Baru”.
Manage Payers / Payees + Create New Payer / Payee Pre-Approved Payee | Adding to Pre-Approved Payee

P hreshole Ameunt An authorisation process is needed to add a
Lang kah 2 N P ‘ n_.“-sj- - ~ 0.00 Pre-Approved Payee.
. . | Company | | Payer/Payee | | Transaction Category | | PayNowID ) ( Pre-Approved Payer/Payee | ( Currency )
1. Dihalaman pembuatan, pilih nama perusahaan. ' o ' o : ety Bk Dol
2.  Pilih kategori transaksi yang ingin Anda daftarkan. Untuk panduan a —
ini, kami menggunakan “Transfer Bank™ sebagai sampel. Barik Name * v | SWFTBICCode v
« Jika Anda membuat catatan penerima pembayaran non-UOB yang UOB e ®
. ) o CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS Bank Address
akan digunakan untuk transfer SGD ke SGD, silakan pilih
" " . - New Payee Advice Details
Transfer" sebagai kategori. E s vmc
Payee D
3. Masukkan nama dan alamat pembayar/penerima pembayaran. * Mandatory Fields a .
. G | Detail
4' MaSUKka‘n nomor rekenlng atau IBAN' wa::ee::jmpaer‘yilajd payer / payee and select transacticn category. Email 2
5. Pilih negara dari daftar dropdown. n_‘ - -
. . :Fe-c-gla;l"lc:l-f’arsfcr ™ Contact Number
6. Kilik untuk mencari berdasarkan Nama Bank, BIC dan Alamat a

Bank. (Alamat Bank akan otomatis terisi setelah memilih Nama
Bank/BIC dari daftar dropdown).

Enter Payer / Payee account details.

7. Centang kotak jika catatan ini akan digunakan sebagai rincian
penerima pembayaran yang telah disetujui sebelumnya. Tunjukkan
jumlah ambang untuk pembayaran kepada penerima pembayaran
yang telah disetujui sebelumnya ini.

Ih=

yee Name / Address You are in: 10+
address 1 CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Payee Name / Address 2

Create New Payer / Payee

m_‘ Your Payer / Payee has been successfully submitted.

8. Centang kotak jika Anda perlu menambahkan detail bank
perantara. Silakan pilih Negara Bank dan berikan “Nama Bank”,
“‘Kode BIC”, “Alamat Bank”.

Payee Name / Address 3

3513220403 O

“

9. Centang kotak jika Anda perlu menambahkan detail saran Sngapore
Penerima Pembayaran. Tunjukkan email Penerima Pembayaran

yang ingin Anda kirimkan saran pembayaran.

SHIFT BIC Code | sWIFT BIC Code
BT FUTURES (SINGAPORE) LTD. BTFS5GS1XMX
UQB 7 FEB SWIFT BIC Code used is only
available in Bulk Transactions.

SUNTEC CITY TOWER

I 7

o

ch Details
D

10. Silakan klik tombol “Kirim” untuk melanjutkan.

11. Pesan konfirmasi akan ditampilkan setelah penerima pembayaran
baru berhasil dikirim.

11



Cara Melihat Pengaturan Otorisasi

Memahami mandat otorisasi Anda

U O B ;AS'N "AA'-;AG!M!NY v PAY & TRANSFER

Secara default, Anda akan melihat 8 kolom sebagai berikut: !
1. Perusahaan: Kolom ini menunjukkan perusahaan tempat mandat otorisasi USERS MANAGEMENT AUTHORISATION SETUP DATA MANAGEMENT AUDIT QUERIES

berlaku. o . . . Manage User Profiles View Authorisation Setup Manage Payers / Payees Audit Queries
2. Akun: Kolom ini menunjukkan nomor akun yang ditandai dengan mandat

. . Manage User Password Manage Phrases

otorisasil.
3. Produk: Kolom ini menunjukkan jenis produk yang dibatasi oleh mandat Manage User Account Access Manage Account Display Names

otorisasi.

4. Jenis Transaksi: Kolom ini menunjukkan subset dari jenis produk yang
dibatasi oleh mandat otorisasi. Misalnya, jika "Jenis Produk" menunjukkan
"Transfer Dana", "Jenis Transaksi" akan menampilkan transaksi dalam
kategori "Transfer Dana", seperti "Pembayaran Tagihan". You are in: o

5. Diperlukan Verifier: Kolom ini menunjukkan apakah ada langkah verifikasi CASH MANAGEMENT ACCOONTS — PAVETRANSFER — SERVIcES — ADMIN wvmass Q)
yang diperlukan dalam mandat otorisasi.

6. Pengirim Diperlukan: Kolom ini menunjukkan apakah ada langkah

pengiriman (kirim ke bank) yang diperlukan dalam mandat otorisasi. Authorisation Setup
7. Batas Nilai: Kolom ini menunjukkan batas maksimum otorisasi untuk

mandat.
8 T|ngkat Otorisasi: | Company ) | Account ' | Product | l Product Group | ! Transaction Type | ! Verifier Required | | Sender Required ) t Limit Amount
« Ada 5 grup otorisasi di UOB Infinity: A, B, C, D dan E. Untuk mengetahui Clear Filter(s)

grup otorisasi mana yang dimiliki pemberi persetujuan, silakan buka layar
“Kelola Profil Pengguna”.

3= Customise View v

« Jika hanya ada indikasi satu huruf (misalnya: “A”), artinya mandat otorisasi 29 Record(s)
ini hanya membutuhkan satu approval dan approval harus berasal dari
oA Transaction Verifier ~ Authorisation A Sender A A
gO|Ongan A Company Account Product Type Required “ Level V' Required v Limit Amount
« Jika ada komentar “Any Sequence” dan koma (misalnya: “A, B”),artinya,
ma_ndat membutuhkan 2 penyetUJu,_sa_tu dari grup A dar_l satu dari grup B. . -- N A N N, .
Baik grup A atau grup B dapat menjadi pemberi persetujuan pertama.
« Jika ada tanda panah (misalnya “A => B”), artinya mandat membutuhkan 2 : - . AB . SGD
(Any Sequence) 9,999,555,999,999.00

approval, satu dari grup A dan satu dari grup B. Approver dari grup A harus
menyetujui transaksi sebelum approval dari grup B dapat menyetujui .

SGD
9,999,555,999,999.00



Bagaimana Cara Melihat Pertanyaan Audit

Pertanyaan Audit

Dari bilah menu atas, arahkan kursor ke "Admin" dan pilin
“Pertanyaan Audit" di bawah kolom “Pertanyaan Audit".

Pertanyaan Audit dikategorikan sebagai berikut:

* Riwayat Login/Logout — Log semua aktivitas login &
logout.

* Penggunaan Admin — Mencatat semua aktivitas
administrator Perusahaan

« Transaksi — Log semua aktivitas transaksional &
pertanyaan oleh pengguna.

Jejak Audit

Untuk melihat jejak audit lengkap dari transaksi tertentu,
Anda dapat pergi ke layar "Status Persetujuan”, klik menu
tindakan pada transaksi tertentu dan pilih "Jejak Audit".

Ycuase in
U 0 B CASH MANAGEMENT ACCOUNTS PAY & TRANSFER SERVICES ADMIN

USERS MANAGEMENT AUTHORISATION SETUP DATA MANAGEMENT AUDIT QUERIES
Manage User Profiles View Authorisation Setup Manage Payers / Payees Audit i
Manage User Password Manage Phrases

Manage User Account Access Manage Account Display Names

: : : : Audit: Login List
Audit Queries - Login / Logout History

Search Options &~

2]

Login / Logout History From: 06/02/2020 ~
To: 06/02/2020 v
SR P RS TSP | User ) ( Result ) Clear Filter(s) User:
i . ) } Result: a

IP Address:

1772 Record(s) > M|

Events Event Date User O Result IP Address

SOFTKUSER?2 (last
Token Login (2FA) 31/01/2020 12:45:06 name,USER2, first ® Successfu 122.11.227.144
name,USER2)

Approval Statuses

=
=
All

[ Transaction/Deposit Type | | BIB Reference | [ Customer Reference | | Account | | Currency | | Amount ) ( Value/Placement Date |

Application Date: 09/12/2019 - 06/02/2020 JEZVEIE LTINS TERY) Clear Filter(s)

338 Record(s)

Audit Trail X
Note: This table is defaulted to display your transactions in the past 2 months, Use = Customise Vi G
3= Customise View
the filters to view other transactions. i
O ..
Value / - 0
Application
Transaction / Deposit Type BIB Reference Currency O Amount T Placement { Datec " | status Action
Date Q fy
first na
05/02/21
:3;,:;5 elegraphic Transfer / 8K200200071175823 SGD 2500 -- 05/02/2020 = H o ’
View Details
Transfer to UOB Account FT20020001175027 SGD 150.00 05/02/2020  05/02/2020 @ Successfu
Copy
Audit Trail
= ~ ™. N & Ciirrocet

13



Layanan

Layanan Buku Cek

Bagaimana meminta Buku Cek

Bagaimana menanyakan status Cek

Pemberitahuan

Bagaimana mengelola pemberitahuan

Bagaimana membuat pemberitahuan baru

Kirim File ke UOB

Bagaimana Cara Mengirim File VAN

14



Cara Meminta Buku Cek

Meminta Buku Cek

You are in: 10+
U OB CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

You are in: 10+
U OB CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

New

Untuk meminta buku cek, klik tab “Layanan”, diikuti
dengan “Minta Buku Cek”.

Create New Cheque Book Request

Create New Cheque Book Request

® O ¢

Enter Details Authorise Send to Bank SE20010001166874

BIB Reference

Langkah 1 ® O —C e
1. Pilih Nama Akun dari daftar dropdown. e ~eling i
2. Pilih jumlah buku yang dibutuhkan fppletion Thie 2201
3. Pilih mode pengiriman. (alamat email akan otomatis terisi —

setelah memilih akun). * Mandatory Fields oo ‘ Cheque Book Details
4. KIlik "Berikutnya" untuk melanjutkan ’

Cheque Book Details

n ot SGD 3513220403 Q a 3513220403 SGD
& Books Required * Dalivery Mode 1 Normal Post
Normal Post

! l Registered Ma 724 QISHUN STREET 71 #12-123 KHATIB SPRING

I

Normal Post

Langkah 2
5 Pe ri ksa d etail bu ku Ce k yang And a p i | i h . Applications received after 9.30pm (Mon - Sat) will be processed the next working day. There will not be any

Applications received after 9.30pm (Man - Sart) will be processed the next working day. There will not be any processing done on Sundays and Public Holidays.

6. Kllk "Kirim" untUk melanJUtkan' processing done on Sundays and Public Holidays.
7. lkuti petunjuk di layar untuk mengotorisasi permintaan H ]
8. Jika permintaan berhasil dikirim, Anda akan melihat pesan “.—n

konfirmasi.

Add to My Tasks

X
Enter Token Response Create New Cheque Book Request

- Infinity Secure . Physical Token & %

BIB Reference

Enter Details Send to Bank SE20010001166874

Follow these steps on your token:

1| Press °

2| Enter the 6-digit security code on your

token.

Your Cheque Book Request has been successfully released to the

a .bank.

BIB Reference: SE20010001166874

Applications received after 9.30pm (Mon - Sat) will be processed the next working day. There will not be any
processing done on Sundays and Public Holidays.

E] Set as default authentication method

View Request Another
Cancel
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Cara Menanyakan Status Cek

Menanyakan Status Cek

Untuk menanyakan status pemeriksaan, klik tab "Layanan", diikuti oleh

Tanyakan Status Cek . Z::::::AGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MYTASKsm ®
1. Pilih :Nama Perusahaan” dan “Nomor Rekening” daridaftar drop-down. Enquire Cheque Statuses
2. Pilih Jen|S Cek * Mandatory Fields
3. Masukkan kisaran nomor cek yang ingin Anda tanyakan. n—- Q
4. Kllk "Kirim" UntUk melanjutkan : SGD 3513220403 Q —> =2 gmm-oi
5. Setelah mengklik tombol “Kirim”, cek akan ditampilkan dengan 10 daftar a—ohq v
rekaman.
From ?ZO_ o To i_ZQ_ -
(Cek yang telah diserahkan ke bank lebih dari 60 harilalu tidak akan tersedia o .
. . ou can :III'I':“.’IE\.’\.I'LISIIE:'I Cl EqLIES

untuk Periksa Status Enquiry).

Cheque(s) that has been presented to the bank more than 60 days ago will not be available for Cheque Status Enquiry.

Cheque Number Transaction Date ; Cheque Status

12/06/2019 B
0000000121 12/06/2018
0000000122 12/06/2018 .
000000012 12/06/2015 3
0000000124 12/06/2018 .
0000000125 12/06/201% .



Cara Menggunakan Opsi Filter

Contoh Opsi Filter

1. Perusahaan

Ini memungkinkan Anda untuk memilih Nama Perusahaan

yang diinginkan untuk dilihat.

2. Akun

Pemilihan akun memungkinkan Anda untuk melihat transaksi yang

terkait dengan akun yang dipilih.

3. Tanggal Aplikasi

Pemilihan tanggal atau rentang tanggal dalam filter ini akan
mengisi transaksi yang dibuat dalam tanggal yang dipilih.

4. PayNow ID

Pemilihan ID PayNow memungkinkan Anda untuk melihat catatan
PayNow terikat ke akun yang dipilih.

5. Tipe aplikasi

Pemilihan Jenis Aplikasi memungkinkan Anda untuk melihat
catatan yang terkait dengan akun yang dipilih.

6. Status

Pemilihan status akan memfilter daftar ke status yang terkait

dengan yang dipilih.

Filter by Company Q

GLS SEAFOOD PTE LTDHGGKUATY

[ JACKY CHAN FILM AND COMPANY
PRIVATE

Cancel Clear Apply

Filter by PayMaow |D Q,

53030033k

[0 713246801H

Cancel Clear Apply

Filter by Account

Current&Account-Corporate
1013517040

[0 JACKY CFILM CO PTELTD
1143061008

[J] JACKY CFILM CO PTELTD
1143061008

Cancel

Clear

Filter by Application Type

[] Deleted

O Modified

New

Cancel

k

Apply

Clear

Apply

16/01/2020 - 25/01/2020

Today “esterday Last 7 days Last 30 days Select date range
£ Jenuary 2020
5 M T w T 5 5 K
3 A
- 5 2 3 E]
13 5 16 7 o 9
5 20 2 22 23 24 25
6 7 t] 9 30
Cancel

@ Clear Filter(s)

Filter by Status

[[] Deregistered

[] Registered

Rejected

Cancel

Clear

February 202

Apply

Clear

Apply

17



Cara Mengirim File Nomor Virtual Account (VAN)

Kirim File ke UOB

Harap perhatikan bahwa Anda tidak boleh menggunakan langkah-

langkah berikut untuk mengirimkan file massal transaksional (mis.

RTGS, LLG, Online (ATM switching), Telegraphic Transfer).

1. Dari bilah menu atas, arahkan kursor ke ‘Layanan’' dan klik
"Kirim File ke UOB".

2. Pilih nomor akun asal, unggah file dan klik "Kirim".

You arein:
CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES

CHEQUE SERVICES PAYNOW SERVICES

Request Cheque Books Manage / Register PayNo\ 1

Stop Cheque Requests Generate QR Code

Enquire Cheque Statuses

What file type are you uploading?

'-mi*du.'iccuu nt File

From

Account Mame, Currency, or Account Number #

Upload File

N

SEND TO UOB

Send Files to UOB

Drag your files (.o, cml,.pgp) here or choose file *

¥iou can upload and send one file each time. Maximum file size is SMB

MY TASKS

10+

®

18



Cara Mengelola Pemberitahuan

Mengelola Pemberitahuan

Dari bilah menu atas, arahkan kursor ke "Layanan" dan pilih "Kelola
Pemberitahuan” di bawah kolom "Pemberitahuan”.

You are in:

Pemberitahuan dipisahkan sebagai berikut: UOB CASHIMANAGEMENT ¥ AEConmES AV R TR - vz ®
1. Tab “Status Persetujuan”. Jika transaksi telah berhasil dikirim

ke Bank, pengguna dapat diberitahu melalui email/SMS setiap CHEQUE SERVICES PAYNOW SERVICES SEND TO UOB NOTIFICATIONS

ali a“da perUbahan Statu.f' . . . Request Cheque Books Manage / Register PayNow Send Files to UOB Manage Notifications
2. Tab “Tanggal Transaksi”: Pengguna dapat diberi tahu hingga

100 hari sebelum/sesudah tanggal nilai. Stop Cheque Requests Generate QR Code

Enquire Cheque Statuses

- - + Create New Notification
Manage Notifications

=

G
Approval Statuses

You can choose between 3to 6
columns to display.

'd Company
| pany
Transaction Category
1 Record(s) E.—: Customise View v 4—) Transaction Type
Amount
Approval Status(es) to Monitor =
Transaction Approval Status(es) to . r
Company Z  Amount ppr (es) Notify Action caneel Clear Apply
Type Monitor
® Rejected 1. Maker {via Email) Edit
Bill Payment Any Amount Successful 2. Authoriser/Verifier {via Email} P—
® Processing 3. vend**@sg.uob
View Details

Delete




Cara Membuat Pemberitahuan Baru

Membuat Pemberitahun Baru

Langkah 1
Klik tombol "Buat Pemberitahuan Baru".

Langkah 2

1.

akrwn

o

~

Pilih “Nama Perusahaan”. Jika Anda memiliki akses ke satu
entitas saja, "Nama Perusahaan" akan ditampilkan sebagai
default.

Pilih “Kategori Transaksi” dan “Jenis Transaksi”.

Masukkan rincian kisaran jumlah.

Pilih status transaksi.

Pilih penerima. Jika Anda memilih "Penerima Lainnya", Anda
dapat menambahkan hingga 5 penerima.

Klik tombol “Berikutnya” untuk melanjutkan pembuatan notifikasi
baru Anda.

Ikuti petunjuk di layar untuk mengotorisasi permintaan.

Pesan konfirmasi akan ditampilkan setelah pemberitahuan baru
berhasil dikirimkan.

You are in:

CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER

Manage Notifications

New Notification - Approval Status

o —

Enter Details Authorise

* Mandatory Fields

Create new notification for

Choose a company to add notification and select transaction category and transaction type.*

Company *
n C 53030933E

A

When the amount is

Enter the amount details.*

Maore / Less Than *
Any Amount

jore Than
Less than
Any Amount

When the approval status(es) is / are

Select approval status.®

B—-

Rejected
Successful
Processing

10+
SERVICES ADMIN MY TASKS

+ Create New Notification

Al
Bulk Transactions
Fixed Deposits
Inward Remittance
Services

\/é

Single Transactions

®

v *y“

All

Bank to Bank Transfer (MT103)

Bank to Bank Transfer (MT202)

Bill Payment

Cashier's Order

Demand Draft

Request for Transfers (MT101)

Notify

Choose your recipients.®
[] Maker(s) of the transaction(s)
Authoriser(s) / Verifier(s) of the transaction(s)

Delivery Mode(z) ™
Email

[] Sender(s) of the transaction(s)
[] contact person of the company

Other recipient(s)

Recipient 1

Delivery Mode(z)* anguage *

Email Ené ish

tmp2hh@sg.uch

+  Add Recipient

__a

Enter Token Response

Follow these steps on your token:

1| press @

2| Enter the 6-digit security code on your token.

New Notification - Approval Status

By

Enter Details Authorise

a—‘ Your new notification submission has been processed successfully.

20



Lampiran - Manajemen Penerima Pembayaran yang Disetujui Sebelumnya

Administrator Perusahaan Dapat Menetapkan Akses Penerima
Pembayaran (PAP) yang Disetujui Sebelumnya

il R Token Details
UOB CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER

If you do not have an available token you can save as draft and contact us.

Untuk membuat PAP, di bawah ini diperlukan dua akses fungsi

50 PAB - Buat DATA MANAGEMENT 2651292742 Q

50 PAB - Setuju PR o .
= Manage Phrases Remarks

KeIOIa PrOfII Pengguna Manage Account Display Names

Langkah 1
Dari bilah Menu Atas, arahkan kursor ke "Admin" dan pilih "Kelola Profil Pengguna”
di bawah kolom "Manajemen Pengguna".

10+
ACCOUNTS PAY & TRANSFER SERVICES MY TASKS ®
Company & Administration Tasks

Langkah 2
1. Filter pengguna tertentu dengan memasukkan ID pengguna dan pilih "Edit" di

bawah ikon Tindakan.

2. Dibawah bagian Perusahaan & Fungsi untuk Mengakses, tetapkan peran di
bawah ini kepada pengguna.

« 50 PAB - Buat — Tetapkan ke pengguna yang dapat membuat PAP

« 50 PAB — Menyetujui — Menetapkan kepada pengguna yang dapat \Jeer®)
membuat/menyetujui PAP

Company & Administration Tasks * Q

+ Create New User ‘

Company & Functions to Access

' ™
| Application Type | Clear Filter(s) a
*, A
D Company What functions can user(s) access? Authorisation Level Authorisation Limit (Per Day)

3. Klik tombol “Berikutnya” untuk melanjutkan mengirimkan perubahan untuk 53 Recordly) j - R |
persetujuan.
Company 1 First Name Last Name £, UserID Appl Jele= O , _— a L I
Tercatat: Pastikan perusahaan Anda memilih "Kontrol Ganda" di bawah n—ofd'f
pengaturan Kontrol Persetujuan Administrator Perusahaan. Jika Kontrol Tunggal U e LACUNAGEBBT302  LACUNA .. View Approved Detsils o Role(s) Q  Aworssvonleel v COY v Amount

sedang disiapkan, pengguna yang menetapkan “50 PAB — Buat” atau “50 PAB —

Menyetujui” akan berhasil membuat PAP tanpa Persetujuan. o o . ) . o Roles S B R
D Wi Role(s) Q Authorisation Leve ' CCY Amount

Penerima Pembayaran yang Disetujui Sebelumnya vs. ‘ . - o e — -
a W( Role(s) Q Autharization Leve v (CY v Ameunt

Penerima Pembayaran Normal

« Penerima Pembayaran yang Disetujui Sebelumnya : Detail penerima pembayaran dibuat/dipertahankan/Disetujui oleh pengguna tertentu saja. Ini

untuk memastikan pembayaran dilakukan kepada penerima pembayaran yang telah ditentukan sebelumnya dan pengguna lain tidak dapat

mengubahnya. “_a
« Penerima Pembayaran Normal : Semua pengguna dapat membuat/mempertahankan penerima pembayaran normal. Detail penerima pembayaran

dapat diubah oleh pengguna mana pun kapan saja.
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Lampiran — Manajemen Penerima Pembayaran yang Disetujui Sebelumnya (lanjutan)

Administrator Perusahaan Dapat membatasi pengguna hanya melakukan pembayaran kepada Penerima Pembayaran yang Telah Disetujui (PAP)

Untuk  membatasi pengguna hanya  melakukan
pembayaran ke PAP, akun pengguna harus disetel
dengan "Batasi transaksi ke penerima pembayaran yang
disetujui sebelumnya = Ya".

Kelola Akses Akun Pengguna

Langkah 1
Dari bilah Menu Atas, arahkan kursor ke "Admin" dan pilih "Kelola Akses Akun
Pengguna" di bawah kolom "Manajemen Pengguna".

Langkah 2

1. Filter pengguna tertentu dengan memasukkan ID penggunanya dan pilih
"Edit" di bawah ikon Tindakan.

2. Di bawah setiap tautan akun ke pengguna, pilih Ya di bawah “Batasi
transaksi ke penerima pembayaran yang disetujui sebelumnya”. Pengguna
hanya akan dapat memilih penerima pembayaran dari daftar PAP dari layar
Inisiasi transaksi.

3. Kilik tombol “Berikutnya” untuk melanjutkan mengirimkan perubahan untuk
persetujuan.

Ketika batas transaksi ke PAP diatur sebagai YA

* Pengguna dapat memilih penerima pembayaran/penerima dari
daftar PAPs.

* Pengguna tidak dapat memasukkan/memodifikasi detail penerima
pembayaran/penerima pada layar pembuatan transaksi.

* Pengguna tidak dapat memilih penerima pembayaran/penerima
normal dari daftar penerima pembayaran.

You are In
UO B CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES

DATA MANAGEMENT
Manage Payers / Payees
Manage Phrases

Manage Account Display Names

Manage User Account Access

( company | [ UserID | | ApplcationType | ClearFilters

Account and Product to Access A

AIRELATED SERVICES PTE LTD (Default Company)

D Select All Accounts

Current Account - Corporate 1463051688 - SGD

Limit transactions to only Pre-approved Payee? *
® ves
O ne

What can the user view?
Account Overview

Account Activities
What transactions can the user access?

Transactions * Q

E] Current Account - Corporate 1013450132 - 5GD

280 Record(s)
Current Account - Corporate 3513001468 - 5GD
: A A A Limit transactions to only Pre-approved Payee? *
Company First Name Last Name User ID Application Type Action
v b N ® Yes
a O Ne
Edit i}
What can the user view?
Vark LOPEZ GEE]IUTUOL ' View Approved Details ; freenm e
Account Activities
What transactions can the user access?
Transac tions Q
Auth-A USER-2631292629 USERA
1 Maker 2 Maker BEBEKDAI MODIFIED ' WANG WANG PTELTD

[ select All Accounts

[[] Current Account - Corporate 1013430124 - 56D

- e %



Lampiran — Manajemen Penerima Pembayaran yang Disetujui Sebelumnya (lanjutan)

Cara Membuat Pre-Approved Payee (PAP)

Untuk membuat PAP , kotak centang Penerima
Pembayaran yang telah disetujui sebelumnya
harus dipilih saat penerima pembayaran dibuat

Kelola Pembayar/ Penerima Pembayaran

Anda dapat membuat detail penerima pembayaran/penerima manfaat
yang telah disetujui sebelumnya Di bawah Kelola Pembayar/Penerima
Pembayaran

Langkah 1

Dari bilah menu atas, arahkan kursor ke "Admin" dan pilih "Kelola
Pembayar/Penerima Pembayaran" di bawah kolom "Manajemen
Pengguna".

Langkah 2

1. Filter pengguna tertentu dengan memasukkan ID pengguna dan
pilih "Edit" di bawah ikon Tindakan.

2. Dibawah bagian detail lainnya, centang kotak “Penerima
Pembayaran yang Disetujui Sebelumnya” untuk menyiapkan
penerima pembayaran ini sebagai PAP. Ketika kotak centang
dipilih, mata uang ambang dan jumlah harus diisi. Ini untuk
mengontrol jumlah transaksi maksimum yang diizinkan untuk
dibayarkan ke PAP ini.

3. Klik tombol “Kirim” untuk melanjutkan mengirimkan perubahan
untuk persetujuan.

UOB

DATA MANAGEMENT

Manage Payers / Payees

Manage Phrases

You are In

CASH MANAGEMENT Vv

Manage Account Display Names

UOB

Manage Payers / Payees

You arein:

CASH MANAGEMENT v ACCOUNTS

ACCOUNTS PAY & TRANSFER

SERVICES ADMIN

+ Create New Payer / Payee

[ Company ) ( Payer / Payee > ( Transaction Category il PayNow ID ) [ Pre-Approved Payer / Payee ) Currency |

| Threshold Amount | | Maker User.} | Application Type \.) Pending Authorise Clear Filter(s)

28 Record(s)

Company

Payer / Payee 1

5013330116

Transaction Category PayNow 1D )

Transfer to Other
Local Bank /
PayNow

Transfer to Other
Local Bank /
PayNow

3 Customise View v

Pre-

Approved A
Payer/ Vv
Payee

Application Type Status

Vee New
% e View Details

n_ﬁ;'iew Approved Details

Edit

®Fends ke

PAY & TRANSFER SERVICES ADMIN MY TASKS

Action

Other Details

You may alsc indude the following details

Pre-Approved Payee Adding to Pre-Approved Payee

~ _ An authorisation process is needed to add a
urreney nesnelE A Pre-Approved Payee
usD e 0.00 Appra yee.

Singap e
Bank Name* ~ SWIFT BIC Code 4
Bank Address

Contact Number

-
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Lampiran — Akses Eksekutif Penggajian

Administrator Perusahaan Dapat Menetapkan Akses Eksekutif Penggajian ke
Pengguna Penggajian

Untuk perusahaan yang ingin memisahkan Penggajian

Karyawan dan Eksekutif, Administrator Perusahaan dapat Youarein o o
. . CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS e

mengontrol melalul Kelola Profll Pengguna dan Akun If you do not have an available token you can save as draft and contact us.
P en g g una JSERS MANAGEMEN AUTHORISATION SETUP DATA MANAGEMENT AUDIT QUERIES iz Q

I | f . I Manage User Profiles View Authorisation Setup Manage Payers / Payees Audit Queries No o P "
Ke O a‘ P rO I P e n g g u n a‘ Manage User Password Manage Phrases Remark -
Lan g k ah 1 Manage User Account Access Manage Account Display Names .
Dari bilah Menu Atas, arahkan kursor ke "Admin" dan pilih "Kelola Profil Pengguna” ' ’
di bawah kolom "Manajemen Pengguna".

You are in: 0
Lan g k ah 2 UOB CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS
1. Filter pengguna tertentu dengan memasukkan ID pengguna dan pilih "Edit" di Company & Administration Tasks
bawah ikon Tindakan. |
Manage User PrOﬁle F Create New User J Company & Administration Tasks * Q
|EI|
Locked
- ~ ~ Company & Functions to Access
| UserID | | Application Type | Clear Filter(s)
\ AN J
D Company What functions can user(s) access? Authorisation Level Authorisation Limit (Per Day)

53 Record(s)

a_ﬂ_. Role(s) Q Authorization Level A CCY ~ Amount
c. First Name C Last Name C User ID C Application Type Profile Status C Action

D I Rale(s) Q Authorisation Leve ~ CCY ~ Amount
Delete
G T Jeszie LACUMNA GEEJ081302 LACUNA --
n .Edi'. D } Role(s) Q Authorisation Leve ~ CCY Amount
. ) -
ST e | Serald Thomson TBUATIY - View Approved Details o - - O® |
LS SEAFOQD PTE LTDICOMXUATI K IUKL KLIONM -- 8 Inactive : O wit Role(s) Q Authorisation Leve Ed oY v Amount
D W( Raole(s) Q Authaorisation Leve N Y w Amount

- e




Lampiran — Akses Eksekutif Penggajian (lanjutan)

Administrator Perusahaan Dapat Menetapkan Akses Eksekutif Penggajian ke Pengguna Penggajian

Kelola Akun Pengguna

Langkah 1
Dari bilah Menu Atas, arahkan kursor ke "Admin" dan pilih "Kelola Akses Akun
Pengguna" di bawah kolom "Manajemen Pengguna".

Langkah 2
1. Filter pengguna tertentu dengan memasukkan ID penggunanya dan pilih "Edit"
di bawah Tindakan ikon.

2. Di bawah Bagian Transaksi dari setiap akun yang ditautkan, pilih Transaksi
Penggajian Eksekutif untuk pengguna Penggajian yang dapat mengakses
transaksi penggajian untuk eksekutif.

3. Kilik tombol “Berikutnya” untuk melanjutkan mengirimkan perubahan untuk
persetujuan.

Catatan: Pastikan pengguna Penggajian yang dapat mengakses transaksi
penggajian untuk karyawan ditugaskan hanya dengan Transaksi Penggajian
Karyawan.

Youarein:

UOB CASH MANAGEMENT v ACCOUNTS

USERS MANAGEMENT AUTHORISATION SETUP
Manage User Profiles View Authorisation Setup
Manage User Password

Manage User Account Access

Manage User Account Access

| Company | | UserID | | ApplicationType | Clear Filter(s)

280 Record(s)
A
Company First Name .,
AIRELATED SERVICES PTELTD Mark
AIRELATED SERVICES PTELTD Auth-A
BEYOND STATISTICS (S} PTELTD 1 Maker

0
PAY & TRANSFER SERVICES ADMIN MY TASKS

Account and Product to Access

AIRELATED SERVICES PTE LTD (Default Company)

DATA MANAGEMENT AUDIT QUERIES
[] select All Accounts
Manage Payers / Payees Audit Queries
Current Account - Corporate 1463051688 - 5GD
Manage Phrases
Manage Account Display Names Limit transactions to only Pre-approved Payee? *
@® Yes
O wo

What can the user view?
Account Overview

Account Activities

What transactions can the user access?

E] Current Account - Corporate 1013450132 - sGD

Current Account - Corporate 3513001469 - 5GD

Limit transactions to only Pre-approved Payee? *

@ Yes
O No
Last Name {) UserlD ) Application Type Action finstean e servent

Account Overview

Account Activities

LOPEZ GEBJ101002 e -
n_"ufiew Approved Details
USER-2651292629 USERA ' WANG WANG PTE LTD
[ select All Accounts
2Maker BEBEKDAI MODIFED

[[] turrent Account - Corporate 1013450124 - 5GD

- e

Transactions * Q

a What transactions can the user access?
. Transactions * Q,
.
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INFINITY
User Gulde

uoOB

Welcome to UOB Infinity

Last logged in on 22/12/2018 SGT 01:23:45PM

Assets

Last updated on 24/12/2018 SGT 05:12:31PM

Total Available Balance !

uoB

nt / Saving Accounts Led;

Welcome

Last logged in on 22/12/2018 SGT 01:23:45PM

Assets @

Last updated on 24/12/2018 SGT 05:12:31PM

Total Available Balance '

SGD 5,555,555,555,555.00

[ SGD 120,000,000.00

‘ SGD 480,000.00

o )

s6p120,480,000.00
SGD 120,0>00,000.00
|1l Show Trend

| SGD 480,000.00
[l show Trend

D

Xt Nov Dec Jan Feb Mar Apr
2019

ises

a5t 2 months

- ) B
Rejected Fsutcuslul

@ Loans
Total Outs
s
sGp12,3
Gt
12M N
Favourite Fu

Last updated on 24/12/2018 SGT 05:12:31PM

Total Available Balance d

sap120,480,000.00

UOB CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER eFX S|
Welcome to UOB Infinity
Last logged in on 22/12/2018 SGT 01:23:45PM
Assets @ Loans

Last updated on 2¢

Total Outstanding

sap12,.

| Current / Saving Accounts Fixed Deposits & Structured Investments

SGD 120,000,000.00 | SGD 480,000.00
Iﬂ Show Trend ||_I| Show Trend

12M

SGD 125M

SGD 100M

SGD 75M

18.11.2021 (Version 2.8)

Loan Account No.

372947390

Next Due Amount

SGD 66,00C

Favourite F
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How to Create New User

How to Manage Existing User

How to Create New Payers/ Payees

How to Manage Payers/ Payees

How to View Authorisation Setup

How to View Audit Queries

Appendix

User Roles Assignment

Summary of Roles

Pre-Approved Payee (PAP) Management
Payroll Executive Access



How to Create New User

TO Create a neW user, vou have to Complete user CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®
profile and user account access setup.

Manage User Profile + Create New User ‘

Token Details

If you do not have an available token you can save as draft and contact us.

Create New User Profile

I ™ e ™,
GLS SEAFOOD PTE LTDXCOOO(UAT I: User ID :I I: Application Type :I Clear Filter(s)
\ AN S

S 265120278 Q

tep 1 ou are in:

CI ICk “Create n eW u Ser” an d p | ease fo | |OW Step 2 belOW_ zASH MANAGEMENT W ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS F\]’;EE Token A);:ei;u;::a;: >
Create New User - Profile Remarks

Step 2
1. The Organisation ID will be auto populated. Enter the user ID, first name
and last name.

Before you start, please note that:

1. You will need an available and unassigned token for new user.

If you do not have a token for the new user, contact us.

2. Select the “country of identification document” from the dropdown list.

* Mandatory Fields

Company & Administration Tasks

3. Select the “Type of identification document” and key in the document User Details
num ber. n fAEaKYE o ‘UrIES'Ir:EM Company & Administration Tasks * Q
4. Profile status will be inactive as default. The user can self-activate User e

his/her own user ID once he/she tries to login for the first time. c

Company & Functions to Access

5. Enter the “Contact Email’ and “Contact Number”. These information is

Important as It WI” be used for reg|strat|0n and aCtIVation Of Inflnlty Irsnggc;;{;xmen:\!L”‘E'x O Company What functions can user(s) access?  Authorisation Level Authorisation Limit (Per Day)
Secure.
} Role(s) Q, Autharization Level ~ COY ~ Amount
6. Select the default company from the drop down list (Multiple companies Profile Status m D' . — T
will be available for Primary/Affiliate company access. Select the default u et v
Company that user belongs to)' D J Raolefs) Q Authorisation Leve e CCY Amount
7. Select the “Location”, “Time Zone”, “Base Currency” and “Language”. Contact Details o Rolet) Q  Awormmnlel v Y v Amou
8. If your company has extra physical tokens, you will be able to search a—0 o w Roles) Q  Awhorsstonlel v COY v Amount
and assign a token to the newly created user.
O WC Role(s) Q, Authaorisation Leve e CCY ~ Amount

+ Add Fax Number

_ -

Settings

o
I Q

Time Zone *
AsiaiSingapore

Language =
English

11. Click “Next” button to proceed.



How to Create New User

Submit New User Profile

Upon clicking “Next” button, you will be allowed to check your user
profile details once again before proceeding..

In the review page, you will see three buttons located at the
bottom of the page, namely:

“Cancel”: If you proceed with this, the new created user will be
cancelled and will not be saved as dratft.

“Edit”: If you proceed with this, you will be directed back to the
previous creation page.

“Submit”: Please refer to the next page for the detailed
explanation.

You are in:
CASH MANAGEMENT v

Create New User - Profile

Please review and submit.

User Details

User
Singapore
Passport

MA765133

Profile Status

Inactive

Contact Details

test@gmail.com

87654321

Fax Number

Settings

Singapore
Baze Currency

5GD

Token Details

Token Serial Mumber.

2651292742

ACCOUNTS

PAY & TRANSFER

Test01

Py
Asia/Singapore

snguage

English

SERVICES

ADMIN

Infinity Secure

oken Status Activated Dace and Time
Unassigned

Mo

Company & Administration Tasks

5 Tazk(s) Selected

Task(s) Selected

20 User Admin User - Admin

User - Portlets User - Customer Admin

20 User Portlets

Role(s) assigned by Bank
30 Customer Admin User - CA - User Account

User - CA - User Profile User - CA -User Authentication

Company & Functions to Access

Authorisation Leve

Authorisation Limit (Per Day)

What functions can user(s) access? 0 functions selected

Authorisation Leve

Authorisation Limit (Per Day)

What functions can user(s) access? 0 functions selected

cance' ‘ | Edl" ‘ “
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How to Create New User

Approve New User Profile

1 Pl follow th instructi i thorise th ‘ 2. A confirmation message will be displayed if user profile has been successfully approved. Please inform
' ease 107low the on-screen INSructions 1o authonse the request. the newly created user to refer to this guide on how to activate the user ID and setup the password:
https://uniservices1.uobgroup.com/secure/forms/business/pdfs/infinity-quide-getting-started. pdf

X You are in: 10+
CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Enter Token Response

Please select token type to proceed. Create New User - Profile
Infinity Secure Physical Token
’ ' User profile has been successfully approved.
Follow these steps on your token: UOB
1 | Press @ “ Create New Profile
BUSINESS
2| Enter | 8765 & press @ ] » @ :

3 | Enter the 6-digit security code on your token, @ C
& 5
N

©
gno
&

Note : If Administrative setup requires another administrator to approve, transaction
will be submitted for approval once click submit. Another administrator has to approve
this pending authorise transaction from “My Tasks” under “Admin”.



How to Create New User

Manage User Account Access

Step 1
From Top Menu bar, hover over “Admin” and select “Manage User
Account Access” under “User Management” column.

Step 2

New User Profile approved in the previous setup will be listed with
“..” Application Type. Hover over the Action icon, select “Edit” to
setup user account access. (The details will be displayed on the

next page).

You are in:

UOB CASH MANAGEMENT Vv ACCOUNTS

USERS MANAGEMENT AUTHORISATION SETUP

Manage User Profiles View Authorisation Setup
Manage User Password

Manage User Account Access

Manage User Account Access

' company | ‘ User ID " I‘ App|icati0n Type :I Clear F”tEf(S)

280 Record(s)

Company First Name C

Mark

Auth-A

1 Maker

PAY & TRANSFER SERVICES ADMIN MY TASKS

DATA MANAGEMENT AUDIT QUERIES

Manage Payers / Payees Audit Queries
Manage Phrases

Manage Account Display Names

Last Name C User ID C Application Type Action
LOPEZ GEB)101002 GEBJ101002 -- ! >
Edit
View Approved Details
USER-2651292629 USERA -- :
2 Maker BEBEKDAI MODIFIED :
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How to Create New User

Manage User Account Access

1. User details will be displayed in this section and it is non-
editable.

2. Select the accounts to be accessed by User.

3. Select “Yes” if the new user is restricted to using Pre-Approved
Payee/Beneficiary details only.

4. Tick the checkbox if the new user is allowed to view the
account overview and/or the account activities. (In addition to
user role access assigned under user profile, these two
checkbox is used to further control whether user is able to
access specific account overview and activities.)

5. Click here to select the transactions type which the user can
use the account for.

6. Click “Next” button and the user account access details page
will be displayed on the next screen.

7. Click “Submit” button and follow the on-screen instructions to
authorise the request. Note

8. The confirmation message will be displayed as the user
account access is successfully saved. Note

Edit User - User Account Access

User Details

First Name Last Mame

Mark LOPEZ GEBJ101002
n Country of Identification Docurnent

5G

Type of Identification Document

NRIC

Identification Document Number

55402138K

Account and Product to Access

AIRELATED SERVICES PTE LTD (Dafault Company)

[] Select All Accounts

Current Account - Corporate 1463051638 - 5GD

Limit transactions to only Pre-approved Payee? *
® ves
O no

What can the user view?
Account Overview

Account Activities
What transactions can the user access?

Transactions * Q,

P11

What transactions can user access?

earch for Transaction:

Select All

Banker's Guarantee

Note : If Administrative setup requires another administrator to approve, transaction

will be submitted for approval once click submit. Another administrator has to approve

Bulk Online Collection Inter Bank Giro {IBG)

Bulk Online Collection Inter Bank Gire (IBG) Express

this pending authorise transaction from Top Menu Bar hover over “Admin” and select

“Manage User Account Access” under “User Management” column.

Bulk Online Payroll FAST/GIRO Executive

Bulk Online Payroll Inter Bank Giro (IBG) Employee

cancel ‘ ’ Clear Apply

[ current Account - Corperate 1013450132 - 5GD

Current Account - Corporate 3513001469 - 5GD

Limit transactions to only Pre-approved Payes? *
@® Yes
O Neo

What can the user view?
Account Overview

Account Activities
What transactions can the user access?

Transactions * Q

WANG WANG PTELTD

[] Select All Accounts

[] Current Account - Corporate 1013430124 - 5GD

Enter Token Response

Follow these steps on your token:

1| press @

2[ Enter the 6-digit security code on your token.

Edit User - User Account Access

n—. User Account Access has been successfully submitted.
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How to Manage Existing User

Manage User Profile

Step 1
From the top menu bar, hover over “Admin” and select “Manage
User Profile” under “User Management” column.

Step 2

1.

Click on the tabs to toggle between “All” , “Active” , “Inactive”
and “Locked” for user profiles. The segregation of tabs are
based on user status.

Use the filer options to view the existing user profiles.

This allows you to:

Delete user

Edit user profile.

View user profile

You will not be able to delete or edit an user profile if the profile
changes is pending authorise.

You are in:

UOB CASH MANAGEMENT Vv ACCOUNTS

USERS MANAGEMENT AUTHORISATION SETUP

Manage User Profiles View Authorisation Setup
Manage User Password

Manage User Account Access

You are in:
CASH MANAGEMENT Vv ACCOUNTS

Manage User Profile

PAY & TRANSFER SERVICES ADMIN

DATA MANAGEMENT
Manage Payers / Payees
Manage Phrases

Manage Account Display Names

PAY & TRANSFER SERVICES ADMIN

-
|
|

*

User ID :I [ Application Type :I Clear Filter(s)

53 Record(s)

Company T First Name C Last Name C User ID C Application Type
leszie LACUNA GEBJ0E1302 LACUNA
Gerald Thomson TBUATT1
1K ILIKL KLIOMK

MY TASKS

AUDIT QUERIES

Audit Queries

10+
MY TASKS ®

=+ Create New User ‘

Profile Status Action

Delete

a——-

View Approved Details

® [nactive

34



How to Manage Payer/ Payee

Manage Payer/ Payee

You can create details of payees/beneficiaries (either “Normal
Payee” or “Pre-Approved Payee” (PAP)*) in the Payee List.

You are in
U 0 B CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER

DATA MANAGEMENT

Manage Payers / Payees
Step : Manage Phrases
From top menu bar, hover over “Admin” and select “Manage
Payers/Payees” under “User Management” column. Manage Account Display Names
Step 2

Click “Create New Payer / Payee” (to create new record) or click
“Edit” button inside the action menu to update the existing record..

ACUETCEH 10+
CASH MANAGEMENT ™ ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Manage Payers / Payees + Create New Payer / Payee

access reQUired and how to control user make paymen'[ to PAP Only. t vCompany‘-j} l:‘:‘vPayer/Payeer ' t::‘VTransaction Categoryr I l 7PayNow IDﬁ::' {v‘VPre-Approved Payer/Payeer t I VCurrencyr '

* Refer to Appendix - Pre-Approved Payee Management for the function

( Threshold Amount 7 } 'f: Maker User “i} (: Application Type j} Pending Authorise Clear Filter(s)

- -
2= Customise View v
28 Record(s) i

Pre-
Company C Payer / Payee T Transaction Category PayNow ID C :g:;:;cd C Application Type Status Action
Payee
22 - o View Details

3 new PAB ransfer to Other

:.~.1‘=. q 20715 Local Bank / -- Yes New ¢ a_. : —_—

,,,,,, 6 PayNow View Approved Details

Edit

Transfer to Other
Local Bank / .- No New
PayNow



How to Create a New Payer/Payee

Create new Payer/ Payee

Step 1
Click “Create New Payer/Payee”.

Step 2
1. In the creation page, select the company name.

2. Select the transaction category that you wish to register. For
this guide, we use “Telegraphic Transfer” as the sample.
* If you are creating non-UOB payee records to be used for
SGD to SGD transfers, please select "Telegraphic
Transfer" as the category.

3. Enter a payer/payee’s name and address
4. Enter an account number or IBAN.

5. Select the country from the dropdown list.

6. Click to search by Bank Name, BIC and Bank Address. (Bank
Address will be automatically populated upon selecting the
Bank Name/BIC from the dropdown list).

7. Tick the checkbox if this record is to be used as pre-approved
payee details. Indicate threshold amount for payment to this
pre-approved payee.

8. Tick the checkbox if you need to add an intermediary bank
details. Please select Bank Country and please provide “Bank
Name”, “BIC Code”, “Bank Address”.

9. Tick the checkbox if you need to add Payee advice detalils.

Indicate Payee’s email that you would like payment advice to
be sent to.

10.Please click “Submit” button to proceed.

11.A confirmation message will be displayed once new payee is
successfully submitted.

You arein: &
CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Other Details

You may also include the following details

+ Create New Payer / Payee B .
Manage Payers / Payees Y Y . Pre-Approved Payee I Addlng to Pre-Approved Payee
P e An authorisation process is needed to add a
n_."ci - \/ 0 C_C.-‘ U Pre-Approved Payee.

Intermediary Bank Details

a l Country * o
ngapore

| Company | ( Payer/Payee | | Transaction Category | | PayNowID | | Pre-Approved Payer/Payee | ( Currency |

k MNa e WIFT BIC 4
You are in: 10+
U OB CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ® Bank Address
New Payee Advice Details
Create New Payer / Payee
PayeeID

* Mandatory Fields i
a Email 1

General Details

Email 2
Choose a company to add payer / payee and select transaction category.
n IC:”::" * \/ Eax
[rensseion Carseery s Contact Number
a—.Te egraphic Transfer X

Enter Payer / Payee account details.

Ih=

yee Name / Address You are in: 10+
address 1 CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

Payee Name / Address 2

Create New Payer / Payee

m_‘ Your Payer / Payee has been successfully submitted.

Payee Name / Address 3

3513220403 O

“

Singapore

SHIFT BIC Code | sWIFT BIC Code
BT FUTURES (SINGAPORE) LTD. BTFS5GS1XMX
UQB 7 FEB SWIFT BIC Code used is only
available in Bulk Transactions.

SUNTEC CITY TOWER

I 7

o

ch Details
D

11



How to View Authorisation Setup

Understanding your authorisation mandate JOB |

By default, you will see 8 columns as follows: !
1. Company: This column shows the company where the authorisation mandate is USERS MANAGEMENT AUTHORISATION SETUP DATA MANAGEMENT AUDIT QUERIES
applicable.

Manage User Profiles View Authorisation Setup Manage Payers / Payees Audit Queries

2. Account: This column shows the account number tagged to the authorisation Manage User Password Manage Phrases

mandate.

Manage User Account Access Manage Account Display Names

3. Product: This column shows the product type bounded by the authorisation
mandate.

4. Transaction Type: This column shows the subset of the product type which is
bounded by the authorisation mandate. For example, if the “Product Type” shows You are in: -
“Fund Transfer”, the “Transaction Type” will show the transaction in “Fund S A ACCOUNTS — PAY&TRANSFER  SERVICES — ADMIN MY TASKS ®
Transfer” category, like “Bill Payment”.

5. Verifier Required: This column shows whether there is any verification step Authorisation Setup
required in the authorisation mandate.

6. Sender Required: This column shows whether there is any sending (send to bank)
step required in the authorisation mandate.

I Company l ! Account l Product ' l Product Group l ' Transaction Type ) ! Verifier Required ) ' Sender Required ' l Limit Amount l

Clear Filter(s)

7. Limit Amount: This column shows the maximum Ilimit of authorisation for the
mandate.

3= Customise View v
29 Record(s)

8. Authorisation Level:

Transaction Verifier Authorisation Sender A

. There a_tre 5 authqrisation group in UOB Infinity: A, B, C, D and E. In order to find Company Account 0 Product ik Required. ©  Level C s O Limit Amount 7
out which authorisation group the approver belongs to, please go to “Manage
User Profiles” screen. g 55
* oz N i N
(Any Sequence) 9,999,559,999,999.00

 If there is only an indication of one letter (for example: “A”), that means, this
authorisation mandate only requires one approver and the approver must come 4 - N "“ N R
from group A.
SGD
« If there is a remark of “Any Sequence” and a comma (for example: “A, B”), it B
means, the mandate requires 2 approvers, one from group A and one from group

B. Either group A or group B can be the first approver.

 If there is an arrow (for example “A => B”), it means, the mandate requires 2
approvers, one from group A and one from group B. Approver from group A must
approve the transaction before approver from group B can approve.



How to View Audit Queries

Audit Queries

From the top menu bar, hover over “Admin” and select “Audit
Queries” under “Audit Queries” column.

The Audit Queries are categorised as follows:
» Login/Logout History — Log of all login & logout activities.

« Admin Usage — Log of all activities by the Company
Administrators

« Transaction — Log of all transactional & enquiry activities
by users.

Audit Trall

To view a complete audit trail of a specific transaction, you
can go to “Approval Statuses” screen, click the action menu
on the specific transaction and select “Audit Trail”.

uoB CAmttasnaman

ACCOUNTS PAY & TRANSFER SERVICES ADMIN

USERS MANAGEMENT AUTHORISATION SETUP DATA MANAGEMENT AUDIT QUERIES

Manage User Profiles View Authorisation Setup Manage Payers / Payees Audit Queries

Manage User Password

Manage User Account Access

Manage Phrases

Manage Account Display Names

Audit Queries - Login / Logout History

2]

Login/ Logout History

Event Date: Last 30 days \ User ) ( Result ) Clear Filter(s)

1772 Record(s)

Events Event Date

Token Login (2FA) 31/01/2020 12:45:06

Approval Statuses

=
=
All

user J Result IP Address

SOFTKUSER?2 (last
name,USER2, first @ Successfu 122.11.227.144
name,USER2)

[ Transaction/Deposit Type | | BIB Reference | [ Customer Reference | | Account | | Currency | | Amount ) ( Value/Placement Date |

Application Date: 09/12/2019 - 06/02/2020 JEZVEIE LTINS TERY) Clear Filter(s)

338 Record(s)

Note: This table is defaulted to display your transactions in the past 2 months, Use

the filters to view other transactions.

Audit: Login List

From:

3= Customise View v

Value / -
Transaction / Deposit Type BIB Reference Currency O Amount T Placement { D|a(elicauon ¢ Status Action
Date
,B;';’S' SicgreRicTransier/ BK20020001175823 SGD 2500 -- 05/02/2020
v Det
Transfer to UOB Account FT20020001175027 SGD 150.00 05/02/2020  05/02/2020 @ Successfu
Copy
Audit Trail
- e cr cen )

08/02/2020

To: 06/02/2020
User:
Result:
IP Address:
Audit Trail
o ..

v

v

Search Options &~

38



Services

Cheque Services

How to Request Cheque Books

How to Enquire Cheque Statuses

Notifications

How to Manage Notifications

i] How to Create New Notifications

Send Files to UOB

How to Submit VAN Files

39



How to Request Cheque Books

Request Cheque Books

To request for a cheque book, click on the “Services” tab,
followed by “Request Cheque Books”.

Step 1

1.

2.

4.

Select Account Name from the dropdown list.

Select the number of books required.

Select the delivery mode. (mail address will be auto populated
after selected the account).

Click “Next” to proceed.

Step 2

5.

6.

Check the cheque book details which you selected.
Click “Submit” to proceed.

Follow the on-screen instructions to authorise the request.

If the request is submitted successfully, you will see a
confirmation message.

You are in:

CASH MANAGEMENT Vv ACCOUNTS

uoB

PAY & TRANSFER

New

Create New Cheque Book Request

® o ¢

Send to Bank

Enter Details

* Mandatory Fields

SGD 3513220403

Cheque Book Details
l-\;crr;al b-crst

n nUALTLINILR

!

You are in:
CASH MANAGEMENT v

uoB

10+
SERVICES ADMIN MY TASKS ®

New

Enter Details Authorise

BIB Reference
SE20010001166874

Application Date : 22/01/2020

[8) Save as Draft

Cheque Book Details

Q a 3513220403

Mailing A Registered Ma
724YIE 2
MNormal Post

Applications received after 9.30pm (Mon - Sart) will be processed the next werking day. There will not be any

processing done on Sundays and Public Holidays.

“

Applications received after 9.30pm (Mon - Sat) wil
processing done on Sundays and Public Holidays.

o -

Send to Bank

ACCOUNTS PAY & TRANSFER SERVICES ADMIN

Create New Cheque Book Request

3

SGD

Normal Post

724 YISHUN STREET 71 #12-123 KHATIB SPRING

be processed the next working day. There will not be any

Cancel l l Edit

Add to My Tasks

|

Enter Token Response

Create New Cheque Book Request

Follow these steps on your token:

1| Press °

2| Enter the 6-digit security code on your
token.

E] Set as default authentication method

o ’ “

Physical Token

e — _ v

Enter Details

a .bank.

BIB Reference: SE20010001166874

Applications received after 9.30pm (Mon - Sat) will be processed the next

processing done on Sundays and Public Holidays.

et

Send to Bank

Your Cheque Book Request has been successfully released to the

working day. There will not be any

10
MY TASKS

BIB Reference
SE20010001166874

[8) Save as Draft

EN 0

BIB Reference
SE20010001166874

®
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How to Enquire Cheque Statuses

Enquire Cheque Statuses

To enquire cheque statuses, click on the “Services” tab,
followed by “Enquire Cheque Statuses”. el ® o

CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS

1. Select the :Company Name” and “Account Number” from the Enquire Cheque Statuses
drop down list.

* Mandatory Fields

2. Select the cheque type

3. Key in the range of cheque numbers you wish to enquire. -
SGD 3513220403 Q > ::: mzjf

4. Click “Submit” to proceed.

5. Upon clicking “Submit” button, cheque(s) will be displayed - -
with 10 records lists. o To | Cmete

‘You can only view up to 10 cheques

(Cheques that has been presented to the bank more than 60 days

ago will not be available for Cheque Status Enquiry). m

Cheque(s) that has been presented to the bank more than 60 days ago will not be available for Cheque Status Enquiry.

-~

Cheque Number Transaction Date ; Cheque Status

1 19 B
0000000121 1 3
0000000122 12 3 .
0000000123 12 9 3
0000000124 1 3 .
0000000125 12 g



How to Use Filter Options

Samples of Filter Options

1. Company

This allows you to choose the desired Company Name for

viewing.

2. Account

Selection of account allows you to view transactions tied to the

selected account.

3. Application Date

Selection of a date or date range in this filter will populate
transactions which are created within the selected dates.

4. PayNow ID

Selection of PayNow ID allows you to view the PayNow records

tied to the selected account.

5. Application Type

Selection of Application Type allows you to view the records

related to the selected accounts.

6. Status

Selection of status(es) will filter the list to those in relation to the

selected.

Filter by Company Q

GLS SEAFOOD PTE LTDHGGKUATY

[ JACKY CHAN FILM AND COMPANY
PRIVATE

Cancel Clear Apply

Filter by PayMaow |D Q,

53030033k

[0 713246801H

Cancel Clear Apply

Filter by Account

Current&Account-Corporate
1013517040

[0 JACKY CFILM CO PTELTD
1143061008

[J] JACKY CFILM CO PTELTD
1143061008

Cancel Clear

Filter by Application Type

[] Deleted

O Modified

New

Cancel

k

Apply

Clear

Apply

Application Date

16/01/2020 - 25/01/2020

Today

<

5

“esterday

20

Cancel

Last 7 days Last 30 days
Jenuary 2020

W T 5
1 3 4
2 9 0

5 16 7 18
22 23 24 25

9 30

Select date range
5 K]
3
9 0
16
23

@ Clear Filter(s)

Filter by Status

[[] Deregistered

[] Registered

Rejected

Cancel

Clear

February 20

T W

Apply

20 )
T 5
1
5 7 2
3 14 5
20 21 22
P 28 9
Clear Apply
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How to Submit Virtual Account Number (VAN) File

Send File to UOB

Please take note that you should not use the following steps
to submit transactional bulk files (e.g. RTGS, LLG, Online
(ATM switching), Telegraphic Transfer).

1. From the top menu bar, hover over ‘Services’ and click “Send
Files to UOB”.

2. Select the originating account number, upload the file and click
“Submit”.

You arein: o
CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

CHEQUE SERVICES PAYNOW SERVICES SEND TO UOB

Request Cheque Books Manage / Register PayNov 1 Send Files to UOB

Stop Cheque Requests Generate QR Code

Enquire Cheque Statuses

What file type are you uploading?

VAN Account File Q
From
Account Mame, Currency, or Account Number # Q,

Upload File

N

Drag your files (.o, cml,.pgp) here or choose file *

¥iou can upload and send one file each time. Maximum file size is SMB

43



How to Manage Notifications

Manage Notifications

From the top menu bar, hover over “Services” and select “Manage
Notifications” under “Notifications” column.

You are in: 10+
. . CASH MANAGEMENT ACCOUNTS PAY & TRANSFER SERVICES MY TASKS
The notifications are segregated as follows: UOB ®
1. “Approval Statuses” tab: If a transaction has been
successfully sent to Bank, users can be notified via CHEQUE SERVICES PAYNOW SERVICES SEND TO UOB NOTIFICATIONS

email/SMS whenever there is a status change.

Request Cheque Books Manage / Register PayNow Send Files to UOB Manage Notifications

2. “Transaction Dates” tab: Users can be notified up to 100 Stop Cheque Requests CEverae Qi Coue

days before/after the value date. Enquire Cheque Statuses

- - + Create New Notification
Manage Notifications

=

G
Approval Statuses

You can choose between 3to 6
columns to display.

Company

Transaction Category

1 Record(s) 3= Customise View v _) Transaction Type
Amount
Approval Status(es) to Monitor =
Transaction Approval Status(es) to . r
Company Z  Amount ppr (es) Notify Action caneel Clear Apply
Type Monitor
® Rejected 1. Maker {via Email) Edit
Bill Payment Any Amount Successful 2. Authoriser/Verifier {via Email} :
® Processing 3. vend**@sg.uob
View Details

Delete




How to Create New Notification

Create New Notification

Step 1
Click “Create New Notifications” button.

Step 2

1.

Select the “Company Name”. If you have access to one entity
only, the “Company Name” will be displayed as default.

Select the “Transaction Category” and “Transaction Type”.
Enter the amount range details.

Select the status of the transactions.

Select the recipients. If you select “Other Recipients”, you can
add up to 5 recipients.

Click “Next” button to proceed your new notifications creation.

Follow the on-screen instructions to authorise the request.

A confirmation message will be displayed once a new
notification is successfully submitted.

B—-

You are in:
CASH MANAGEMENT Vv

Manage Notifications

New Notification - Approval Status

o —

Enter Details

Authorise

* Mandatory Fields

Create new notification for

Choose a company to add notification and select transaction category and transaction type.*

53030933E

A

When the amount is

Enter the amount details.*

Maore / Less Than *
Any Amount

ACCOUNTS

When the approval status(es) is / are

Select approval status.®

Rejected
Successful
Processing

jore Than
Less than
Any Amount

PAY & TRANSFER

10+
SERVICES ADMIN MY TASKS

+ Create New Notification

Al
Bulk Transactions
Fixed Deposits
Inward Remittance
Services

\/é

Single Transactions

®

Notify

Choose your recipients.®
[] Maker(s) of the transaction(s)

Authoriser(s) / Verifier(s) of the transaction(s)

Delivery Mode(z) ™
Email

[] Sender(s) of the transaction(s)
[] contact person of the company

Other recipient(s)

Recipient 1

Delivery Mode(z)* angusge*

Email

-Erlé ish
a Email *

tmp2hh@sg.uch

+  Add Recipient

|
__a

v *y“

All

Bank to Bank Transfer (MT103)

Bank to Bank Transfer (MT202)

Bill Payment

Cashier's Order

Demand Draft

Request for Transfers (MT101)

Enter Token Response

Follow these steps on your token:

1| press @

2| Enter the 6-digit security code on your token.

New Notification - Approval Status

By

Enter Details Authorise

a—‘ Your new notification submission has been processed successfully.
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Appendix - Pre-Approved Payee Management

Company Administrator Can Assign Pre-Approved Payee (PAP) Access

To create a PAP, below two function accesses are required

i 50 PAB —_— Create UOB CASH MANAGEMENT v

50 PAB - Approve

DATA MANAGEMENT

Manage Payers / Payees

Manage User Profile

Manage Phrases

Manage Account Display Names
Step 1
From Top Menu bar, hover over “Admin” and select “Manage User Profiles” under
“‘User Management” column.

Step 2
1. Filter specific user by entering either its user ID and select “Edit” under Action
icon.

2. Under Company & Functions to Access section, assign below role to user.
« 50 PAB - Create — Assign to user who are able to create PAP
« 50 PAB — Approve — Assign to user who are able to create/approve PAP

53 Record(s)

3. Click “Next” button to proceed to submit the changes for approval.
Company

Noted: Ensure your company opt for “Dual Control” under Company Administrator
Approval Control setup. If Single Control is being setup, user who assign either “50
PAB — Create” or “ 50 PAB — Approve” will be able to create PAP successfully
without Approval.

Pre-Approved Payee v.s. Normal Payee

* Pre-Approved Payee : Payee details are created/maintained/Approved
by selective users only. This is to ensure payment are made to the
payees pre-defined and other users are unable to amend it.

« Normal Payee : All users are able to create/maintain normal payee.
Payee details can be amended by any users anytime.

ACCOUNTS PAY & TRANSFER

ACCOUNTS PAY & TRANSFER

GLS SEAFOOD PTE LTDXX0OOMUATT  JEIVESYS RN P TETENN o7 O

First Name

Gerald

1K

W

Fal
Last Name

LACUNA GEBJ081302

Thomson

IJKL

Clear Filter(s)

User ID C

LACUNA

TBUATT

KLIONM

SERVICES

Appl

B} N

Delete

10+
MY TASKS

+ Create New User ‘

View Approved Details

® Inacrive

Token Details

If you do not have an available token you can save as draft and contact us.

Company & Administration Tasks

Company & Administration Tasks * Q

Company & Functions to Access

a D Company What functions can user(s) access? Authorisation Level

) Role(z) Q Autharisation Leve
(] ! Role(s) Q
(] ! Role(s) Q
(] ! Role(s) Q
0 Role(s) Q
(] Role(s) Q

- S

Authorisation Limit (Per Day)

CCY Amount

CCY v Amount

CCY v Amount

34



Appendix — Pre-Approved Payee Management (cont.)

Company Administrator Can restrict user only make payment to Pre-Approved Payee (PAP)

To restrict user only make payment to PAP, user account UOB | Lo N
. - - . CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES &

has to be setup with “Limit transactions to Pre-approved

payee - Yes ’,- DATA MANAGEMENT AIRELATED SERVICES PTE LTD (Default Company)

Mlﬂm Pmt‘ / Ply.li [] select All Accounts

Manage User Account Access ——

Manage Account Display Names

Current Account - Corporate 1463051688 - SGD

Limit transactions to only Pre-approved Payee? *

Step 1 ® Yes
From Top Menu bar, hover over “Admin” and select “Manage User Account O no
Access” under “User Management” column. Manage User Account Access E—

Account Overview

Account Activities

Step 2
1. Filter specific user by entering either its user ID and select “Edit” under
Action icon.

What transactions can the user access?

( company | [ UserID | | ApplcationType | ClearFilters

Transactions * Q

E] Current Account - Corporate 1013450132 - 5GD

2. Under each of the account link to user, select Yes under “Limit transactions

to Pre-approved payee”. User will only be able to select payee from PAP Ry
lists from transaction initiate screens.
| | Company 1 First Name C Last Name C User ID C Application Type Action ;‘;‘:?mamm only Pre-approved Fayeet”
3. Click “Next” button to proceed to submit the changes for approval. a_‘o No
Ed.l: Vhat can the user view?
Mark OPEz “‘E I w2 ‘ View Approved Details 47: :Z:i:zi::ti
When limit transactions to PAP is setup as YES
» User can select payee/beneficiary from list of PAPs. i e il 3 : e B
» User cannot input/modify payee/beneficiary details on transaction
creation screen.
« User cannot select normal payee/beneficiary from payee list. 1 Mker 2 ke BEBEKOA MODIFED ; i e

[ select All Accounts

[[] Current Account - Corporate 1013430124 - 56D

- e



Appendix — Pre-Approved Payee Management (cont.)

How to Create Pre-Approved Payee (PAP)

To create a PAP , Pre-approved Payee checkbox
has to be selected upon payee creation

Manage Payer/ Payee

You can create details of Pre-Approved payees/beneficiaries
Under Manage Payers/Payees

Step 1
From top menu bar, hover over “Admin” and select “Manage
Payers/Payees” under “User Management” column.

Step 2
1. Filter specific user by entering either its user ID and select
“Edit” under Action icon.

2. Under other details section, tick “Pre-approved Payee”
checkbox to setup this payee as a PAP. When checkbox is
selected, threshold currency and amount is required to be
filled up. This is to control the maximum transaction amount is
allowed to pay to this PAP.

3. Click “Submit” button to proceed to submit the changes for
approval.

You are In
U OB CASH MANAGEMENT Vv ACCOUNTS PAY & TRANSFER

DATA MANAGEMENT

Manage Payers / Payees
Manage Phrases

Manage Account Display Names

You are in:
U O B CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER

Manage Payers / Payees

+ Create New Payer / Payee

[ Company ) ( Payer / Payee > ( Transaction Category il PayNow ID ) [ Pre-Approved Payer / Payee ) Currency |

| Threshold Amount | | Maker User.} | Application Type \.) Pending Authorise Clear Filter(s)

28 Record(s)

3 Customise View v

Application Type Status

View Details

n_ﬁ;'iew Approved Details

Pre-
roved
Company C Payer / Payee 1 Transaction Category PayNow ID C ﬁf:er | C
Payee
3 newPAB Transfer to Other
NEWFAD
3l B / - Y, New
5013330116 tc .fdloEank / es New
ayiNow
asdasd Transfer to Other
S Local Bank / = No New

1243
PayNow

Edit

®Fends ke

Action

Other Details

You may alsc indude the following details

Pre-Approved Payee

Currency "
UsD
Intermediary Bank Details

Bank Country *
Singapore

Bank Name*

Bank Address

Payee Advice Details

Payee ID

Email 2

Contact Number

Threshold Amount
0.00

SWIFT BIC Code

-

Adding to Pre-Approved Payee

An authorisation process is needed to add a
Pre-Approved Payee.
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Appendix — Payroll Executive Access

Company Administrator Can Assign Payroll Executive Access to Payroll User

For company who would like to segregate Employee and Token Details

U 0 B CASH MANAGEMENT V ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®

If you do not have an available token you can save as draft and contact us.

Executive Payroll, Company Administrator is able to control

VI a M a.n ag e U S er P r O fl I e an d U S er AC C 0 u nt USERS MANAGEMEN AUTHORISATION SETUP DATA MANAGEMENT AUDIT QUERIES 252272 ¢
. Manage User Profiles View Authorisation Setup Manage Payers / Payees Audit Queries No o ;:T:a:: h
M an ag e U S e r P rOfI | e Manage User Password Manage Phrases Remarke -
Manage User Account Access Manage Account Display Names .
Step 1 . . . o ‘ ’ i i
From Top Menu bar, hover over “Admin” and select “Manage User Profiles” under
“User Management” column. Votarein
ou are in: 10+
UOB CASH MANAGEMENT v ACCOUNTS PAY & TRANSFER SERVICES ADMIN MY TASKS ®
Step 2 Company & Administration Tasks
1. Filter specific user by entering either its user ID and select “Edit” under Action :
|Con_ Manage User PrOﬁle F Create New User | Company & Administration Tasks * Q
|EI|
Locked
- ~ ~ Company & Functions to Access
R R et e v UIAERS | UserD | | Application Type | Clear Filter(s)
\ AN J
D Company What functions can user(s) access? Authorisation Level Authorisation Limit (Per Day)

53 Record(s)

a_ﬂ_. Role(s) Q Authorization Level A CCY ~ Amount
c. First Name C Last Name C User ID C Application Type Profile Status C Action

D I Rale(s) Q Authorisation Leve ~ CCY ~ Amount
Delete

G T Jeszie LACUMNA GEEJ081302 LACUNA --

n .Edi'. D } Role(s) Q Authorisation Leve ~ CCY Amount
- View Approved Details
[ .

BL Lo e Serald Thomsn TEUATI o 0 ) Role(s) Q Luthorization Leve v Y v Amount
LS SEAFOQD PTE LTDICOMXUATI K IUKL KLIONM -- 8 Inactive : O wit Role(s) Q Authorisation Leve Ed oY v Amount
D W( Raole(s) Q Authaorisation Leve N T W Amount

- e



Appendix — Payroll Executive Access (cont.)

Company Administrator Can Assign Payroll Executive Access to Payroll User

Manage User Account

Step 1
From Top Menu bar, hover over “Admin” and select “Manage User Account
Access” under “User Management” column.

Step 2
1. Filter specific user by entering either its user ID and select “Edit” under Action
icon.

2. Under Transaction Section of each of account linked, select Payroll Executive
transactions for Payroll users who can access payroll transactions for
executives.

3. Click “Next” button to proceed to submit the changes for approval.

Noted: Ensure Payroll users who can access payroll transactions for employees
are assigned with Payroll Employee Transactions only.

You are in:

U 0 B CASH MANAGEMENT Vv ACCOUNTS

USERS MANAGEMENT AUTHORISATION SETUP
Manage User Profiles View Authorisation Setup
Manage User Password

Manage User Account Access

Manage User Account Access

| Company | | UserID | | ApplicationType | Clear Filter(s)

280 Record(s)
A
Company First Name .,
AIRELATED SERVICES PTELTD Mark
AIRELATED SERVICES PTELTD Auth-A
BEYOND STATISTICS (S} PTELTD 1 Maker

1o+ Account and Product to Access
PAY & TRANSFER SERVICES ADMIN MY TASKS ®

AIRELATED SERVICES PTE LTD (Default Company)

DATA MANAGEMENT AUDIT QUERIES
[] select All Accounts
Manage Payers / Payees Audit Queries
Current Account - Corporate 1463051688 - 5GD
Manage Phrases
Manage Account Display Names Limit transactions to only Pre-approved Payee? *
@® Yes
O wo

What can the user view?
Account Overview

Account Activities
What transactions can the user access?

Transactions * Q

E] Current Account - Corporate 1013450132 - sGD

Current Account - Corporate 3513001469 - 5GD

Limit transactions to only Pre-approved Payee? *
@ Yes
O No
A A Wwhat view?
Last Name {, UserID {, Application Type Action Fresnme e
Account Overview

Account Activities

a What transactions can the user access?
. Transactions * Q,
.

LOPEZ GEBJ101002 e -
n_"ufiew Approved Details
USER-2651292629 USERA ' WANG WANG PTE LTD
[ select All Accounts
2Maker BEBEKDAI MODIFED

[[] turrent Account - Corporate 1013450124 - 5GD

- e
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