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HOW TO CREATE A TRANSACTION TEMPLATE

Do you pay the same supplier or beneficiary regularly, with varying amounts each time? If so, using Transaction Template will certainly save you time

from having to enterthe same information over again.

A Transaction Template is where information such as Beneficiary’s Name, Beneficiary Account No., Beneficiary Bank Name and SW IFT Codes can
be entered and saved forrepeated use.When you are ready to pay, pull out this Template and provide just the payment amount and Value Date to

create the new payment for this Beneficiary.

Transaction templates

Quick Guide to creating a Transaction Template

Provider * Product

5G - Singapore W Pleaze Select

20itemys) in the batch

[ . To add a newtemplate, click “Add New Template” ]

Template Name

Template Name & Transaction Type % Modified Date %  Action %
* Telegraphic Transfer (overseas) 20 May 2015, 10:40:15 Audit Trail
001 GHH GIRD GIRO Payment 18 Dec 2014, 11:56:16 Audit Trail
\ 06 May 2014, 17:21:33 Audit Trail
. Select the Transaction Type you wish to create | .., - =
and enter Template Name. This will help to /7 o o o
identify the Transaction Template whenyou use i . Enterthe Beneficiary and payment details in the respective fields. Note that the
foran actual payment. Payee Bank, Payee Account No., and the Payee Name are essentil
J information.

Transaction Type © GIRO Payment

2

emplate Name :

i Your Account

i AmMount

wi’ Purpose Code and Description

OTHR - Other

‘Other Details (optional)

mi* Your Reference No.

i’ Payment Details

Back To Template List

o’ On Behalf OF

ui' Batch No.

If you wish to prevent changes toany fields in the actual transaction after loading fom
4 aTransaction Template. vou can set ‘read-only’ or ‘lock’ the field.

Click on lock icon ®' that appears beside the field name.

Template will change to ‘Read-only’ format signified by a red colourlock icon a

o Where are you transferring money to? & 1oad From List
- ® EBank Account

Mobile No
see more options
o' Payee Bank

Please select

o’ Payee Account No.

o’ Payee Name

MNotify Payee

+ Add New ltem &, Save

Check on Notify Payee — to notify the payee via email once Transaction Status
turns Successful.

To create a template fora GIRO batch transaction, click Add New ltem.
Once you have completed entering all payment details, click Submit
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