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1.How to get User ID/Password:
Submit request for registration at Branch - Get Corporate ID, Administrator User ID
& Password.

» Corporate ID - identifies the Corporate & is common for all Users.
» Administrator - performs all the admin activities such as creation of Users for performing
transactions.

2. How to use Internet Banking:
Logging in Internet Banking: -

Open https://ibanking.wbgb.bank.in— Click on ‘Corporate Internet Banking’

» Corporate Admin — Login using Corporate ID, Admin User ID & password.
> Other Users — Login using Corporate ID and then their respective User ID & password

During first login:

e Enter OTP received on the registered mobile number of the Admin User
e User will be forced to change the password(s).

Note: - Admin User is empowered to create different Users with View&/or Transaction
rights but Admin himself is not authorized to do transactions. Admin User performs only
non-financial work.

Administrator Activities:

3. Creating users for Login & Transaction by Admin User:
Click on ‘Corp Admin’-> ‘User Maintenance’ - ‘Create New User’ button

General Services  Personal Settings ~ Mails  Trade Finance | Corp Admin Com Advin:Corporate Adrminsabon » sz Wetenance > UserMainenangs List 184
ofile Corporate . .
Mdsiiion User Mantenance List » el e s

Update Contact Details

‘ User Maintenance A

- " - Nqn?b?; 9 0 Corporate Details
Beneficiaries
imi el TEST
Set Limits Cororaeld
Approve Transaction Comporate User Id:
Limits

Corporate Snapshat
Transactional Support Search  Clear

. Division Maintenance
1. Enter the First Name, Last Name of the user

2. Select User Profile from dropdown
» For View & Transaction (CUSER)
» For View only (CVIEW)
3. Select Customer ID Access Indicator or Division Access Indicator
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Customer ID NS S CA RS Corp Admin: Corporate Administration > User Maintenance > Create Corporate User ID 2
Division 1D
Create Corporate User ID

-

D) Welcome|:]. Test User Details

logout Feedback Corporate 1d: TEST

Last login:14-11-2022 02:50:35 PM IST First Name:" ‘

My ShortCuts Middle Name:

Account Summary Last Name:™ l

Account Statement

Branch RM Id:* BO015300

Operative Accounts User Profile:* Select A

Deposit Accounts %?ER—E@ ,
Loan Accounts Salutation:” ‘ CVIEW |

Set Limits Customer Id Details

@ Full Access () Limited Access

Approve/Reject Beneficiary

Choose Customer Id Access:”

Division Details

Service Requests

New ChequeBook Request

Choose Division Access:”

Address (Line 1):
Address (Line 2):
Address (Line 3):

Address Type:

City:

State:

Country:

Postal Code:

Phone Number:

Mobile Phone Number{Please enter your mobile
number with country code e.g 919924715579):™

Fax Number:

Email Id:"

@ Full Access (O Limited Access :

SANSAD MARG

Select

DELHI
Delhi
INDIA

t

t

Continue Reset Back

4. Enter the Mobile number (User will receive One Time Password (OTP) on
this number) and the Email ID of the user

5. Click on ‘Continue’—> Enter OTP received on registered mobile number of
Admin User - press ‘Submit’ button - User ID will be created.

Note: -

Customer ID Access Indicator (Applicable for corporate having multiple Customer IDs)

Full Access (Global)

Grant access to all accounts under all customer IDs

Limited Access (Local)

Grant access to all accounts under selected Customer IDs

For eg -: Company ABC has 3 customer IDs — r11111, r22222, r33333. If admin user
chooses Full Access for the user A, then user A can use all the accounts under all 3
customer IDs(r11111, r22222, r33333) for view and transactions. But if user A is given
limited access to customer ID r11111 then the user can only use the accounts available

under customer

ID ri1111 for

view and

transaction.

2|Page



¢
\\”WBGB Corporate IBS User Guide

Set password:
Click on ‘Corp Admin’-> ‘User Maintenance’ - Search the User for which
password(s) is to be set = Click on ‘Set Password’

Corp Admin: Corporate Administration > User Maintenance > User Maintenance List 2] & =

User Maintenance List Create New User

Search Criteria

(® Corporate Details d

Corporate Id:" TEST

‘ Corporate User Id: h,._, ]

*_Seardldear

Search Clear

User Maintenance List

Displaying 1 - 1 of 1 results

Logii
Login Transaction
Corporate User  First Last Login Transaction/OTP User D  Pass
Select User Id Password Password :
Id Profile Name MName  Allowed? Allowed? Expired? Rese -
Enabled? Enabled?
Date
8  TEST [ ] cuser ani cumdar Yes Yes Yes Vs No 26-11-
»
Update Delete Enable/Disable User Set Password — Modify Ajc Access 'or Actions: Select v OK

Select Check box(s) for setting of password(s) & enter the passwords = Enter OTP
received on registered mobile number of Admin user = Click on ‘Submit’

R el

[Jset Login Password

Password:
Confirm Password:
[CJset Transaction Password
New Password:

Confirm Password:

One Time Password :
Get OTP on Call
Please note that Get OTP on call facility is available only for Indian mobile numbers.

Please enter both Transaction Password and One Time Password (OTP - delivered on your registered mobile number) in
respective fields and then click on Submit button to authenticate your transaction

Submit
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4. Update/Delete User:
Click on ‘Corp Admin’- ‘User Maintenance’ - Search the User

Account Sutmnary

Account Statement Search Clear

Operative Accounts User Maintenance List Displaying 1 - 1 of 1 results

Deposit Accounts . ) Logil

y = Login ) Transaction
Loan Accounts Corporate User First Last Login Transaction/OTP UserID Pass
Select User Id Password Password
Sel Limils Id Profile Name Name Allowed? Allowed? Cxpired? Rese
Enabled? Enabled? 7

ate

Approve/Reject Benceficiary

Service Requests @ TES‘ :I CUSER Anirban Mazumdar Yes ' ves Yes Yes No 26.11.

New ChequeBook Request d

Upddle Delele Enable/Disable User  Sel Password Modify Afc Access More Actions: | Select

t t

4.1 Update - Click on ‘Update’ - Update all the user details present during creation of
user and click on Submit for e.g - click here
4.2 Delete - Click on ‘Delete’ - Click on ‘Submit’ button to confirm the deletion of user.

Delete Corporate Users List Create New User

loselin , Test

User Maintenance List Displaying 1 -5 of 5 results
):42 AMIST f

—, Corporate User First Last Login Login Transaction/OTP firansaction User ID IF-’:glsr\‘No

U g Userld  profile Name Name  Allowed? EPaSsWord Ajiowed? Password  pypired? Reset

nabled? Enabled? Date

(O TEesT enmaaee  CUSER Yes Yes Yes Yes No 15-03-202

TEST ———  CUSER Yes Yes Yes Yes No Not Issuec

(O TEesT i  CUSER Yes Yes Yes Yes No 26-11-202

(O TEesT emepm— CUSER Yes Yes Yes Yes No 10-05-202

O TesT —— CUSER Yes Yes Yes Yes No 14-09-202

>

B oo,

4.3 Enable/Disable User - In case User ID/password is disabled due to wrong/incorrect
password (after 5 wrong attempts), then Admin user can enable the password.

st

Enable/Disable User

st Enable/Disable User

Bank ID: 024
Corporate ID: TEST
UserID:

First Name: —
Last Name: o

Remarks:™

Enable/Disable

Login Allowed: @ Y g
@® Yes O No «

Transaction Allowed:

Mode

@ Enable O Disable

Login Password: =
@ Enable ) Disable «

Transaction Password:
Digital Certificate:# O Enable (@ Disable

SMS OTP: @ Enable () Disable

# Applicable to both Login and Transactional activities

History Continue Reset Back
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4.4 Modify A/c Access - Select a record and then click Either ‘Restrict Account Access’ or
‘Full Account Access’.

[ o4 CASH CREDIT KPP AND

— 7" A A
— © I ccouit ASSOCIATES  '°8 - A
O o (o] [ TAT e Al
O o g —

L
CURRENTAC KEEAND . ves Al
Page10f6 > GotoPage: [ |  Go

Restrict Account Access  Full Account Access

e Under Restrict Account Access select Access or No access to restrict particular
transaction type to a user— Click on ‘Continue’ button to confirm

Deposit Accounts Account Access Defails
Loan Accounts Access Indicator:
Set Limits () NoAccess o

Uinquiry
Approve/Reject Beneficiary Transact

T
. Khopping Mall Payment 2

Service Requests B overeign Gold Bond

Stop Cheque
New ChequeBook Request Rtop Cheque Bulk File Upload

[Tax Payments

er Defined Upload (Draft)

User Defined Upload (NEFT) ~

(To seiect more than one tra

Continue Back

5. Setting Limits:

Limit assigned to the user is the total amount for which a user can perform transactions per
day.

Click on ‘Corp Admin’ - ‘Set Limits’-> ‘Set Limit for User’ - ‘Look up’->

5|Page



¢
\NI’WBGB Corporate IBS User Guide

Existing Corporate User Limits Corporate User Limit Set Screen

t 5t User Overall Limits
Set Limit For Other User
Cosporate User : Lok Up
Corporate User Search

Overall Limit Amaunt For All Transacions in a
day (inRs}:

Comporate User :
No of maximum Permisible Transactions i &
day:
Search Clear
Effective Transaction Type Amount Limit Number Of Transaction Permitted
Select Corporate User Overall Limit Total No of Transactions
0 _—— 20000 100
- 10,00,000.00 10 NEFT Transachion

Select user for which the limit is to be set >

Corporate Users List Disp|
Select Corporate User Id First Name

ABHINT
@ Mayank
Anirban

Sachin

Shikha

setect i —

Enter overall per day maximum amount and per day number of transactions -
Enter Amount Limit and No. of Transactions for various types of transactions =
Click on ‘Continue’ = Enter OTP received on registered mobile number of Admin
User and click Submit.

Corporate User Limit Set Screen

User Overall Limits

Cormeree e |:| ool
Owverall Limit Amount For All Transactions in a
day (in Rs):

No of maximum Permisible Transactions in a
day:

Effective Transaction Type Amount Limit Number Of Transaction Permitted
o
NEFT Transaction o
RTGS Transaction o
e-Commerce Transactions o
Please Note : You can set or mu
Continue

Set total no. of Beneficiaries:

For setting overall number of beneficiaries that can be added for corporate level.
e Click on ‘Corp Admin’— Set no. of Beneficiaries — Enter the value — click on
Update

e There is no limit on total number of beneficiaries that can be added but a limit can
be set on number of beneficiaries that can be added in a day.
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Set Number Of Beneficiaries

» Number Of Beneficiaries™ boosoq
update ‘

6. Creating user rules for various transactions:
Transactions can be performed in following ways-:

a) Single user
b) Maker and Checker (one User will initiate the transaction and other will approve)

Multiple checks can be placed for transactions as per the requirement. For eg — for amount
upto 50,000 in neft transactions, you want a single user to complete the transaction. But for

amount greater than 50,000 in neft transactions you choose that 2 users are required to
complete a transaction.

Process flow: Login with Corporate ID and Admin User = Click on ‘Corp

Admin’->‘Transactional support’ - Select ‘Financial Work Flow Maintenance’ & click
OK=>» Click on ‘Add Workflow’=>

Em Corp Admin: Corporate Administration > Transactional Support > Transactional Support Corp Admin: Corporate Administration » Transactional Support > Financial Workfow Maintenance AE=YE
Transactional Support Financial Workflow Maintenance » Add Worklow
iselin, Test  Transactional Support Task: | gy v ook -
T E— Opton:. g ok anenn v K
User Role Maintenance
30 PMIST Financial Workfow Mainienance atal.
Approval Rules - Financial D|5p|ay|ng 110 of 15 results
Transaction From Applicable Created ~ Modified |
Select Currency To Amount Created By
Type Amount Rule On By |
_ Adhoe i
0 IETRCSIon I8 100 HBNNBHIMN !tSZﬁéée:‘ TSt s TesT_ ]
Bank Bulk Upload

Select transaction type for which the rule is to be assighned = Enter Amount Range =
Click on ‘Look Up’ for selecting the Applicable rule = Click on ‘Continue’ &
‘Submit’ to confirm the workflow of transaction.

Add Workflow Applicable Rule

Option : | Financial Workfiow Maintenan ¥ oK

OpHON: il o Maieran 0K

Rules List Displaying 1 - 10 of 19 results
Select Rule ID Follow Hierarchy Rule
Add Rules @ = 1 Executive
3 Yes 2 Executive
ction Type: NEFT Payment v
Transaction Type: NEFT Payment ‘ . s -
17346 Yes 1 Asst General Manager + 1 Executive
Currency:” INR v
20019 Yes 2 Asst General Manager
20020 Yes 2 Execuive Vice President
From Amount; 10 ToAMOURt” sannn
v 242466 Yes 1 Manager
258626 Yes 2 General
Appliczble Rule:" ookup
258628 Yes 10ffcer
508807 Yes 2 0ffcer
Continue Back Pagetol2 > GotoPage [ | Go
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S.No. | Financial Workflow Applicable Rule
1 Single user can perform transaction 1 Final Approver
2 Two users will be needed to perform the 1 Approver + 1 Final Approver

transaction. One person will initiate it
and other will approve it.

3 Three users will be needed to complete a | 1 Initiator + 1 Approver + 1
transaction. Final Approver

For eg - You want that for NEFT payment upto Rs.50,000/- you require only 1 user to
complete the transaction. So you may choose the applicable rule ‘1 Final Approver’ for this
particular transaction type. Now for all NEFT transactions upto Rs.50,000/-, the users
available under ‘Final Approver’ role can perform transactions individually.

Note: - By default, certain roles will be available. For creation of new roles, the user may
visit branch. Different Workflows may be created for different type of transactions and for
different ranges of amount. By default, all the users will be authorized for performing
transactions as per S. No. 1 above if no workflow has been created.

Also workflow can be edited and deleted as well by clicking the respective buttons under
financial workflow maintenance.

Financial Workflow Maintenance

Option : | Financial Workfiow Maintenan v oK Edit Workflow
Approval Rules - Financial Di: Option | Financial Workfow Maintenan ¥ 0K
Transaction From Applicable
Select Currency To Amount Crea EditApproval Rule Details
Type Amount Rule
Transaction Type: NEFT Payment
R o000 1 cierk+1 —_
NEFTPayment  INR 1.00 19.9900000 [ Cerk® 0245 S i

RDA

AML

Integration Within  INR 100 99,99,9999,99999.00 1 General 02452 From Amount:* 0 ToAmout 1300 000 00
Bank(RDI 0 9990000
RDA and AML ‘
Integration Outside  INR 100 9999999999900 [ rk 1 024.3¢ .
Bank (RDX Manager Applicable Rule: 1 clerk + 1 Manager LookUp
. 000 1cerk+1 -
s N 100 5000 yoeres 0243
INR 1.00 1,000.00 ,“afd"ge'( ! TEST . Continue
< Pag
Edit Workflow Delete Workflow

7.Assigning roles to users:

Login with Corporate ID & Admin User =» Click on ‘Corp Admin’ = ‘Transactional
Support’ - Select ‘User Role Maintenance’ & click on OK - Select Role Name i.e.
Final Approver/Approver/Initiator = Click on ‘Link Users to Role’=>

Corp Admin: Corporate Administration > Transactional Support > Transactional Support Role Details

) Select Role Name
Transactional Support

I
Transactional Support Task : | ggjeqt v oK ——
Select '
A—

Financial Workflow Maintenance
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Select the User IDs for assigning the role = ‘Continue’ - Enter OTP (received on
registered mobile number of Admin User) & click on ‘Submit’

Edit Roles

Transactional Support Task: : | ysor Role Maintenance ~ e

Role Maintenance

Bank ID: 024
Corporate 1D: TEST
Role Name: —

IUsers Linked to the Rolel IUsers Mot Linked to the Rolel
Displaying 1 -1 of 1 results Displaying 1 - 5 of 5 results
] UserID First Name Last Name - 1 UserliD First Name Last Name
L ——— Sachin Arora [0 —————— ABHINT FRAMIAM
(] e ———— Leema Roselin
[ efiet— Mayank Mehra
=
[ et—————— Anirban Mazumdar
[] e — Shikha “wadaw

e Above steps to be repeated for each type of roles. e | continue —

e For eg—You have 3 users Amit, Suresh, Manish. Now you link Manish to ‘Final Approver’
role and Amit & Suresh to ‘Approver’ role. Now all transactions for which you have
choosen that only 1 user can complete the transaction can be done by Manish
individually. For eg if you have chosen that NEFT payment upto Rs.50,000/- will be under
‘1 Final Approver’ rule then all NEFT payments upto Rs.50,000/- can be done by Manish
alone as he has been assigned ‘Final Approver’ role.

8. Transactions:
For making transaction(s), User will login with Corp ID and his respective User ID:

Managing Beneficiaries:

Click on ‘Transaction’-> ‘Transaction Support Service’ - Click on ‘Manage
Beneficiaries’ - Select ‘Add Within WBGB Payee’/ ‘Add other Bank Payee’>

Transactions  General Services  Personal Settings ~ Mails

Manage Beneficiary

Transfers Transaction Status Transaction Support Services

Own Accounts All Transactions > Option : | geject v oK
Transaction Limits i its s
i )
Inquiry Manags Tamplates elect
IMPS Using MMID (24*7 Check IMPS Status =
oS iisricicy) Add Within WBGB Payee

IMPS Using IFSC (24*7 Add Other Bank Payee
Instant Transfer)

Within WBGB

Saved Transactions

Manage Beneficiary Details/Limits

NEFT

Maintain Counterparty Linkages
RTGS party g
Pending for Approval

Click on ‘OK’ = Enter Nick Name, beneficiary account number Click on ‘Validate’ (for
Within WBGB Payees only) =

Select Access Type

e Global: Beneficiary added will be shown to all the users.
e Local: Beneficiary added will be shown only to limited users.
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Enter IFSC Code or Search the same = Enter maximum Per day limit amount and No.
of Transactions (Maximum amount that can be transferred to the beneficiary per
day, Maximum no of transactions that can be made to the beneficiary in a day ) =
Click on ‘Continue’ - Enter ‘Transaction Password’ & click on ‘Submit’.

Admin User will approve the same.

Add Within WBGB Payee Add NEFT Payee

Oplion: g wiinweGePayee Y| | 0K, [0 F pom——

Name(Maximum upto 80 characters):"
Nickname{Maximum upto 80 characters):"

Nickname(Maximum upto 8 charactes)”

Access Type:"

Giobal ¥ .
Aocess Type: = =
Account Number:*
Validate
Account Number
Confirm Account Number:
Account Name:*
IFSC Code:"
- * Lookup
Maximum Limit Amount{INR):
Beneficiary Bank Name & Address:
Maximum amount that can be transferred to the beneficiary per day Maximum Limit Amount{INR)."
Maximum No of Transactions:*
M tothe =

Maximum No of Transactions:"

Maximum no of transactio the beneficiary in a day.

Maximum no oftransactions that can be made to the beneficary i & day

I have read and | accept the Terms & Conditions

Approval of Beneficiary by Admin User:

Login with Admin User =» Click on ‘Transactions’-> ‘Transaction Support Service’ -
Click on ‘Manage Beneficiaries’ - Select View Approval Queue - Click on ‘OK’ =
Select the beneficiary and click on Approve and click on ‘Submit’

View Approval Queue

Transactions: Transaction Support Services > Manage Beneficiary > Manage Ben ———
Manage Beneficiary
Option :  ggiey v oK S
Asproval Reect List Displaying 1 - 9 of § results
| Select ey oWt Roquessed  Requested Nichnamg  MCCOUSMumber LmmAmoset  Neswort
Maintain Counterparty Linkages RS O ==

10| Page



¢
\\f’WBGB Corporate IBS User Guide

Fund Transfer to own accounts

e Click on ‘Transactions’> ‘Own Accounts’ = Select the debit account

Number & the beneficiary = Enter Amount - Click on ‘Continue’ - Enter

Transaction password & Click on ‘Submit’

Fund Transfer to other accounts within WBGB

e Click on ‘Transactions’=> ‘Within WBGB’ = Select the debit account

number and the beneficiary & Enter Amount - Click on ‘Continue’ -

Enter Transaction password & OTP = Click on ‘Submit’

NEFT Transactions:

e Click on ‘Transactions’=> ‘NEFT’ = Select the debit account number and

the beneficiary < Enter Amount - Click on ‘Continue’ - Enter
Transaction password & OTP = Click on ‘Submit’

Transactions  General Service . .0 o General Servic Transactions General Service:
Transfers a dransfers 1 Transfers Tr
b Own Accounts Own Accounts Own Accounts Y]
Transaction Limits Transaction Limits Transaction Limits i
Inquiry 1 Inquiry Inquiry
IMPS Using MMID (24*7 1 IMPS Using MMID (24*7 IMPS Using MMID (24*7
Instant Transfer) / Instant Transfer) Instant Transfer) ¢
IMPS Using IFSC (24*7 i IMPS Using IFSC (24*7 IMPS Using IFSC (247 il
Instant Transfer) Instant Transfer) Instant Transfer)
Within WBGB ’ Within WBGB Within WBGB
NEFT NEFT Q NEFT
RTGS RIGS RTGS
Tra ¢ i z
Pending for Approval Pe-r?dlng for Approval Pending for Approval
initiate EromiTemplate Initiate From Template Initiate From Template AT
Cloais 1o 1 i nao 11 cnrsbo
Step 1 Step 2 Step 3
‘ From Account: = Select ~
.- 7o Account:” Select ~
* Armrount(INR): ~
Transaction Date (dd-MM-yyyy]} V6-11-2022
Frequency Type: © One Time ~
Standard Remarks: Select bt
Continue

Save Reset Sawe As Template *
(lely

» By default, Transaction Date will be current date. For scheduling transaction for future
date, date may be selected from the calendar.

11 |

Page



¢
\\”WBGB Corporate IBS User Guide

» NEFT transactions can be done during RBI’s prescribed timings. Transactions
initiated after prescribed time will be executed on next working day.

IMPS Transactions:

e Click on ‘Transactions’=> ‘IMPS using IFSC’- Select the debit account
number and the beneficiary = Enter Amount = Click on ‘Continue’ -
Enter Transaction password & OTP = Click on ‘Submit’

julk FileUploads Transactions

ransaction Status > Transfers

Own Accounts

insactions

IMPS Using IFSC (24*7

Instant Transfer)

ria Transaction Limits

Inquiry

Transaction Tvne:

Initiate Simple Payment

Furom Account ™

To A ccommt:”

LT s By

S Emrertar Fhewrs rios::

General Services

Personal Settin

Transaction Status

All Transactions

Completed

Sc het! u_

Transactions

[ ———an— ~
e scicc - PP
Saciremre Lamiil Sarsountl IR OO0 Masorasm he of Teamsachons O
Sedect -
Sl [P

e Note - You can validate account number of the beneficiary by clicking on
‘Validate Accout Number’.

Initiate Simple Payment

l €5 Beneficiary name #

From Account: *

To Account:”

Ao mt(INR) s

Standard Remarks:

ad

Sawve As Template

L=

Select

......

~ Avalatie Batance INR S 459 42

i Walidate Account Number

12| Page
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e Check Status of IMPS transaction having suspect status -
Click on ‘Transactions’- Select ‘Check IMPS status’ = Click on ‘Check

Transaction Status’ = Latest status will be displayed

Transactions General Services Personal Settings Mails
Transfers Transaction Status Transaction Support Services
Own Accounts All Transactions Manage Beneficiary
Transaction Limits Recurring Transactions Modify Transaction Limits
Inquiry Scheduled Manage Templates
IMPS Using MMID (24*7 Transactions ¢ Gheck IMPS Status
Instant Transfer)

Completed

IMPS Using IFSC (24*7 Transactions
Instant Transfer)

Within WBGB

NEFT

RTGS

Pending for Approval

Saved Transactions

Initiate From Template

9. Modify Overall/Transaction Limit of Users:

Login with your user ID & password = Click on Transactions—> Transaction Support
Service - Modify Transaction Limits < Enter the new limits = Click on ‘Continue’
-> Enter OTP (delivered on your registered mobile number) = Click on ‘Submit’.

o Admin User will approve the same.

Transactions ~ General Services ~ Personal Settings ~ Mails

Transfers Transaction Status Transaction Support Services
Own Accounts All Transactions Manage Beneficiary
Transaction Limits Recurring Transactions ¢ Modify Transaction Limits
Inquiry Scheduled Manage Templates
IMPS Using MMID (24*7 Transactions Check IMPS Status
Instant Transfer) Completed

IMPS Using IFSC (247 Transactions
Instant Transfer)

Within WBGB

NEFT

RTGS

Pending for Approval

Saved Transactions

Initiate From Template

13| Page
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Approval of limit modification through Admin User:

Login with Admin User = Click on ‘Corp Admin’-> ‘Approve Transaction Limit’ -

Personal Settings Mails Trade Financ{Corp Admin l

Corporate =
Administration

Update Contact Details
User Maintenance

oK Set Number OFf
Beneficiaries

Set Limits

Approve Transaction
Limits

Corporate Snapshot
Transactional Support

Division Maintenance

Click on ‘Look Up’ =

Corp Admin: Corporate Administration > Approve Transaction Limits > Corporate User Limit Approve Screen
Corporate User Limit Approve Screen
Corporate User Search

Corporate User : Look Up

Search

Note® - Please click on

Select ‘Request’ from the list »

Find Corporate User
Search Criteria

Corporate User ta:

First Name:

Corporate Users for Limits Approval List Dis

Select Corporate User Id First Name

Click on ‘Search’ >

Corp Admin: Corporate Administration >

mits = Corporate User Limit Approve Screen

Corporate User Limit Approve Screen

Corporate User Search

Corporate User : l:l Look Up

Note~ - Please click on search select the corporate User whose limits need:

Click on Approve/Reject.

Corp Admin: Corporate AdmINISIration = Approve insaction Limit Corporate User Limit Approve Screen

Corporate User Limit Approve Screen

st
Corporate User Search

Corporate User :

ABHIISES Look Up
Search
Corporate User Effective Transaction Type Limit Amount Requested No of Transactions Request
ABHL 1.100.00 100
AB n Type 2.000.00 100

Approve

14| Page
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10. Bulk Upload:

For transferring the funds to multiple accounts within the WBGB or different Banks.

Customer may use Text file format (.txt) or Excel file format (.csv) for Bulk transfers. The file
format and sample files are given below separately for each specific bulk function.

STEP 1 (Uploading the file with transaction user)

i. Click on ‘Bulk FileUploads’-> ‘Upload a File’ - Select Salary Upload -

wd Accounts  Bulk FileUploads = Transactions  General Services  Pers

o ey BulkFileUploads sUpioads » Upload 2 Fle » Select 3

i} W Upload a File

" View Uploaded Fle "t T8
Details

lcome Test, Test | ey Stop Cheque t

| Uploaded File Details
: .. ApprovelReject
NSRS |k ies

fiCuts

t Summary

Bulk FileUploads: Bulk FileUploads > Upload a File > Select a Product Type

Select a Product Type

Product Type:* Select v 0K

N

NEFT/RTGS/IMPS/Within Bank Bulk Upload

File Upload Facility in Corporate Internet Banking

ii. Enterfile name, amount to be debited, file processing date - Choose File to
be uploaded (in the txt or csv format given below) = Click on ‘Continue’

[EEET  BulkFileUploads: Bulk FileUpioads > Upload a File = Upload a File

Upload a File

EST, Test  Upload s File

File Type:*

34 Pty *Fll: Name:"

File Description:

*Ammmt 10 be Debited:”

- ¢ Processing Date (dd-MM-yyyy):

Saiary Upload

TEST
TESTING
INR vl

17:11.2022

Path of the File to be Uploaded:™ * ‘Cheose File | SAL_sample bt
(Piease seiact a vald file!

Remarks:

DOWNLOAD SAMPLE FORMATS:  as Excel

GUIDELINES FOR UPLOAD:
« Downioad the sample
- Modit

cords for the de
o your PG

e As Excel or A3 Text
d cre

15| Page
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user role mapping) =

Bulk FileUploads: Bulk FileUploads > Upload s File > Preview Confirmation Details
Preview Confirmation Details

/) File with the same content is already uploaded

/o) File: BFU_WT.txt Attached successfully.

File Upload Details
File Type: NEFT/RTGS/IMPSMWithin Bank Busk Upload
File Name 8FU_WTxt
File Description: test
Path of the File to be Uploaded: 8FU_WTaxt

Remarks: test

Approver Details

Rule 1D Autnoaty Foliow Hirarchy

54 1 Initator + 1 Approver + 1 Final Approver Yes

Select User.

Select User.

Enter your credential

Confirmation Details

Transaction Password:

File Upload Details

File Type:
File Name:
User D:
File Description:

i

Submit  Back

Select the User = Enter Transaction Password & OTP = Click Submit >

Preview Confirmation Details

Path of the File to be Uploaded:

Firat Kame: Remarks:

Lasi Hame:

Approver Details
Out ef Office: ] v
Ruie 1D Authorty

2052050 1 clerk + 1 Manager

Salary Upload
TEST
TESTING

SAL sample i

Searc Select User: |:|

is Displaying 1 -
UseD User Name Roke OntolOffce

Confirmation Details

Airtan Mazomdar Manager ] » Transaction Password:

Sachin Arora Manager Ho

St

V.

*One Time Password :

<=

File reference number is generated

Danwniodd Detals A5 | POF e v K

Enier your credentials to confiem the transaction

lulk Upload  Bulk FileUploads = Transactions General Services

Bulk FieUploads: Bulk FilelUptoads > Uplead a File > Select a Product Type

Terms & Conditions | -Hvoerfink policy | Privacy policy | Disclaimer | Security Information | Conl

Personal Settings

Follow Hierarehy

Yes

Mails

Click on Lookup to select user for authorization (as per defined workflow and

Submit  Back

- | Site Man

Trade Fi

J&, Fila upload request is sent for approval Your reference number is m

Select a Product Type

Product Type.” | Select »: OK
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STEP 2 (Verifying the file with Approver):

Login with user selected for authorization = Click on ‘Bulk FileUploads’ = Click on
‘Approve/Reject’ Uploaded Files = Click on ‘Approve’ for approval or ‘Reject’ to
reject the file respectively=>

Approve Or Reject Uploaded Files
Upload Bulk FileUploads Transactions s..cu.

Fite Sequence Number:

rsonal Set  Bulk FileUploads o =
Fila Upload Date From{dd-Mayyyy) - File Upload Date

Upload a rl'e * Additional Detalls

ersone View Uploaded File
Do‘a ll s Uploaded Fila List

Option : View Stop Cheque € . flosowe Product  File Uploaded  Datecf

» . Blec

Uploaded File Details Number Type Neme By Upload
App(ovg,’Rejqc( o 1578114 1 Zalary Uipload TEST 'EHD 1711202
Uploaded Files Viewdistory | Approve Refect

Enter remarks & Click on ‘Continue’ < Enter transaction password & OTP = Click
‘Submit’

Jooace revi irmat tadl
Approve Uploaded Fies Preview Confirmation Details
Lacrs vy -
1 e Sogurcr Namber v
Patuct Yo Saw, ol ™ =
fie 'oe % Protuct Yype St St
P— .
AT - .
— :I
Lanv [ S anes
whatet By I:l S——
" e
Dute of poat '
[N

I
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TXT FORMAT for Bulk Transfer:

Transaction type, Debit Account No., Amount, Currency, Beneficiary Account
Number, Beneficiary IFSC Code, Remarks

For Example:
PMT,5353210000125,10000,INR,10360110011111,PUNBORRBBGB, TEST
NFT,5353210000125,10000,INR,123456789,SBIN0001651,TESTing
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B. Cancel File Processing before verification by approver:
i Click on ‘Bulk FileUploads’-> 'View Uploaded File Details’ - Select File to

be cancelled - Click ‘Cancel File Processing’ -

etails > View Uploaded File Details

Bulk FileUploads: Bulk FileUploads > View Uploaded

Accounts Bulk FileUploads Transactions Geneview Uploaded File Detalls

Search Criteria

File Sequence Number:

IEern 4 Bulk FileUploads 1al Profile
) File Type: Select Y
Upload a File
View Uploaded Eile 3 From Upload Date (dd-MM-yyyy) 18-10-2022 File Upload Date To(dd/MM'yyyy): 17.11.2022
Details + Additional Details
ne PART View Stop Cheque
. . Search
Feedback Uploaded File Details
- Uploaded File List Displaying 1 - 3 o
112022 03:48¢ | APprove/Reject
U ploaded Files File Sequence File Uploaded Date of Value
Select File Type
¢ Number Name By Upload Date
S
@ 15T g;ffk‘;f;‘e‘ke“EFT‘WGS‘"""""‘“ TEST 17-11:2022 18-1-2022
nmary 1578114 Salary Upload 17112022 18-11-2022
Within Bank Buk ey est txt 16-11-2022 16-1-2022

o= NEEZRTGSV
tement
(Cancel File Processing|

ii. Click on ‘Continue’- Enter Transaction Password & OTP-> Click ‘Submit’=>

Cancel File Processing

File Details
File Sequence Number: 1578132
TEST

Create Bulk NEFT/RTGS/Within Bank Payee

File Name:
File Type:
File Status: Rejected
File Description: TESTING
Uploaded By:
Upload Date: 17-11-2022

Remarks:

e o

iiii. After that the page with message “File Cancelled Successfully” will be displayed
and File Status will change from “Entered” to “Recalled”

I 5’.',§:ne Cancelled Successfully I

File Type: Select

View Uploaded File Details

Search Criteria
File Sequence Number:

~

From Upload Date (dd-MM-yyyy) 14-09-2022 File Upload Date To(dd/MMYyyyy): 14.10-2022

© Additional Details

Search Clear
Uploaded File List Displaying 1 - 1 of 1 results
File Sequence File Uploaded Date of Value File
Select File Type
Number Name By Upload Date Status

_ B Create Bulk NEFT/RTGS/Within gt R §

Cancel File Processing
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11. General Services:

Bulk Filellploads Gonoral Services Porsonal Seifings General Services: General Services > Service Requests > Service Request
= = Gwdwiral Saervicss
Sttt My SRt .
el e bl Service Request
A eonarls i Sandoe Heguesra Getic: ¢ )
Seop Chegus PLOR | Select = | OK |
o lvcone Tom e -Filing
br pomrd Pl Pl M Lugin Ber oo MNew Requests
Approve Reguest
Lrrrmaml CaErTeTTy A b Ao Recall Request
Query on Request
g ompet Dt vmrerp: - == ]
New Requests
Option : | yaw Requests w | oK
|
New Requesis
Request Type
Operative Accounts - Destroy Cheque
Operative Accounts - Stop Cheque
Operative accounts destroy cheque:
Destroy Cheque
Option © | yey Requests vl | 0K '
Destrop Cheque
=]
Account: Seiecl w
7] .
®) Destroy Cheque: Cheque Mumber :
By i i
L) Destroy Multiple Chequies: Siart Cheque Number End Cheque Mumber -
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Income Tax e-Filing:

General services—> ‘Income Tax e-filing Login’—> Select account & Click on ‘Submit’>

(eneral Senvices: General Sevices » Income Tar e-Fling Login = EFing Home

Bulk FileUploads General Services  Personal Scitings
3 Ganural Seivices
iorCuls: My ShorCi "

b Poskive Pay Sarvices EFiling Home
Socounts 1+ Sarvice Hequesss

b oy L Search Crtea

s 3 1|_nm|m Tax e-Filing ‘ P
o L] oqin ey
Account Number : ‘

ieram Carninsy N - hezzon GORPORATE IBS TESTING(INR) - 5261050 ¥
it Ciai ey ™ i Aepum

12.Flowcharts for quick reference:

1. How to get Admin User ID & Password (for details click here):

. Get Corporate ID, " .
Submit request for Administrator User ID & Login to Internet Banking

registration at Branch as a Admin User
Password

2. How to create other users (for details click here):

Clickon
‘User 'Create enter

veLwdis

'Continue’ Authenticate

Corp Maintenance’ New User'
Admin’
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